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“MY BOSS 
AGREES 

WITH 

ME!" 


Phe IBM Electric made a 

big hit with me the first time 
I tried it. Just a touch 
produces beautiful, uniform 
typing—no more “pounding 


a typewriter” for me! 





And Is my boss happy. too! 
He says our new “IBM letters” 


are so distinetive they puild up 


tran 
the 


company prestige and even help 
to clinch some new business. 

I turn out my work in 

far less time, too, because it takes 
so much less effort. IBM “power 
typing” has given my job 


and me—a real lift! 


You and your boss can get 
more information and an 

IBM demonstration by calling 
your nearest IBM office 

or writing to International 
Business Machines Corp., 
990 Madison Avenue, 

New York 22, N. Y. coat. 
leads 
easie 





IB ELECTRIC 
a TYPEWRITERS |... OUTSELL ALL OTHER ELECTRICS COMBINED! 




















FIRST PRACTICAL alee 


PLASTIC ALL-PURPOSE 
TYPEWRITER RIBBON 


elyeer 
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SHARPER 
CLEANER 
STRONGER 
LONGER 








and Ultra-Thin Film 


Means Sharper Impression 


IMPRESSION FROM 
AVERAGE PAPER RIBBON 


IMPRESSION FROM 
POLYCAR PLASTIC RIBBON 
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Polycar'’s Complete Transfer | 
















No other ribbon gives so sharp and clear a “‘write”’ 
as POLYCAR. That’s because it’s the thinnest ribbon 
and because the non-absorbent acetate film 


permits crisp 
transfer of ALL carbon to the paper. POLYCAR typed material has 
the ‘‘prestige’’ appearance of a printed piece. 


made 


No soiled hands with POLYCAR .. . thanks to 
uniform application of its new, dry, abrasion-resistant 
coating. Impressions are practically smudge-proof. Colored acetate 
leader assures extra cleanliness, makes threading a new ribbon 
easier and faster. 






Scientific tests show that POLY- 
CAR is twice as strong as average carbon 
paper ribbons—and thus almost unbreakable in use. 
Typists and executives 


welcome this time-and- 
trouble-saving advantage. 





_ Because POLYCAR’S plastic rib- 
bon is much thinner than the average 
paper ribbon, over one-third more can be spooled on 


the same size reel. Fewer ribbons to change means 
time saved. 


For all machines with carbon ribbon attachments 


Go modern with POLYCAR—the plastic 


typewriter ribbon that’s sharper, cleaner, 
stronger, longer .. . by far! 


18 Greenleaf St., Box 1212, Rochester 3, N. Y. 
MME SPECIALISTS 








POLYCAR is sold only through ind 


epen- 
dent ribbon and carbon specialists and 1 oot 
ers. For samples and literature, write 


ROCHESTER RIBBON & CARBON CO., INC. 


IN CARBON RIBBONS—BOTH PAPER AND PLASTIC 
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QO N OUR COVER—Attractive for trip takers 
or stay-at-homes is this dragonfly- 
print dress by Helen Whiting. Rows of 
tucking accentuate the deep V-neckline, 
and a flaring skirt does nice things for 
a tiny waist. In travelwise gray or black 
crease-resistant cotton broadcloth. Sizes 
7 to 15. $10.98. At Woodward & Lothrop, 
Washington; Marshall Field’s, Chicago: 
J. L. Hudson, Detroit; Denver Dn 
Goods, Denver; and _ Bullock’s, Los 
Angeles. 

The attractive lacy straw cloche with 
ribbon trim is by Madcaps. 

Luggage shown is lightweight duck 
plaid, with leather trim. Matching solid- 
color duffle bag serves both as a purse 
and as a carry-all for an extra pair of 
shoes; cosmetics, a magazine, or other es- 
sentials you'll want handy so that other 
luggage needn't be unpacked. 


World Contest 


A Worv_p CHAMPIONSHIP ConrTeEsT will 
be held at the International Congress for 
Shorthand and Typewriting in Monte 
Carlo this summer. The typing events are 
the first to be conducted on a “world” 
scale, according to M. Andre Morard, the 
delegate-organizer for the Congress. 

The Congress will be held from July 27 
through August 6, under the auspices of 
Monaco’s Commissariat Général au Tou- 
risme et a l’Information. 

Although the Congress takes place at 
the height of Monte Carlo’s tourist sea- 
son, contestants’ membership cards will 
entitle them to special rates for hotel ac- 
commodations, railway trips, and the six 
excursions that are planned for the group. 
Excursions include a Mediterraneat 
cruise and an Alpine trip. Groups of con 
testants traveling together will receive 
discounts on plane fares and from ship 
lines, through travel agencies. 

Contestants will be tested in the la 
guage of their choice. All makes of type 
writers—mechanical and_ electrical—are 
admitted. 

Prizes in money, trophies, medals, ma- 
chines, etc., may be expected. 

Membership fees are only $3 and the 
entry fee for each contest, $1.50. Hotel ace 
commodations, as (Continued on page 3) 
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(Continued from page 2) well as all living 
costs, have been kept very reasonable by 
American standards. (When determining 
costs, after you receive your application 
blank, figure that one dollar equals 
350 francs. ) 

For application blanks and complete 
information about the contest, write at 
once to 

Monaco Information Center 
630 Fifth Avenue, Suite 3362 
New York 20, New York 

Your entries—with membership and 
contest fees—must be received by the end 
of May. Send these to: M. André Morard, 
7, avenue de la Gare, Monaco ( Principal 
itv of Monaco ) 


The Article We Almost Missed 


Ir WAS ONLY SHEER WILL POWER that 
kept author Marthe Gross from taking off 
immediately for a dream vacation herself 
when she began her research on The 
Right Vacation for You. And, as her story 
progressed, the wanderlust became hard- 
er and harder to fight off. If reading the 
article has the same effect on vou, be pre- 
pared for an exciting and wonderful “two 
weeks with pay.” At latest report, the ur- 
banite Gross family (mother, father, and 
two small sons were so enthused with 
mother’s vacation story that they ar 
thinking of heading West for their sum- 
mer holiday. Destination: A Montana 
dude ranch 


Free IBM Movie 


THE ELECTRIC TYPEWRITER DIVISION of 
IBM has taken time out from building 
typewriters tor secretaries to make a 
color-movic about secretaries. Callec 
“The Right Touch,” the film stars Cathy 
O'Donnell and Jeffrey Lynn. 

In general, it is a salute to the sec- 
retary. The eighteen-minute film covers 
one secretary's career from = student to 
private secretary, in a series of episodes 
Some of these are amusing, all are enter- 
tuiningly instructive. 

Office-training supervisors, clubs, and 
schools should find the film a helpful and 
worth-while device for portraying job 
possibilities to beginning office workers 
and business students 

“The Right Touch” is available free of 
charge after May 1 from IBM’s Film Li- 
brary, Endicott, New York—or from any 
of the company s 189 branch offices. 


Arab Recipes—tTried and True 


WITH THE SAME SYSTEMATIC THOR 
OUGHNESS that she imparts to her job, 
Marilyn Gordon (Diplomatic Secretary 
made sure that readers of Topay’s Src- 
RETARY would have no difficulty in fol- 
lowing her Arabic re« ipes for shish kabob, 
okra, and humus. These dishes were regu- 
lar favorites of Marilyn and her room- 
nate. And many of her friends verified 
her own findings on the tasty Arabic 
meals. However, since she had received 
the recipes by word of mouth from Arab 
hefs, she felt that some sort of authori- 
tative source for names and amounts of 
ingredients was necessary And who 
would have thought that the Library of 
Congress had just what she wanted for a 


tl check on the recipes—an English- 
\r bic cookbook! 





SENSATIONAL NEW 
EAGLE-A TYPE-ERASE PAPER 


Typing errors erase without a trace, leaving no smudge 


Fast, easy erasures. Eagle-A’s amazing new Type-Erase paper is the 
talk of typists everywhere! At the touch of an ordinary pencil eraser, 
typing errors “wipe” right off the surface of Type-Erase — leaving no 
mark! An attractive rag content paper, it’s available in bond and onion 
skin weights — in packets or the convenient Eagle-A “Hinge-Top” box. 


Saves time and paper. No more tedious, messy erasures 


...no more letters retyped because of smudge marks. LY 
With Type-Erase, you can erase an error and retype in f eX 
seconds. And just try to detect the correction! Eagle-A \%X 


Type-Erase paper comes in letter and legal sizes, plain or | 


ruled. Ask for it at your stationer’s. 


FAGLE-A BOXED 
TYPEWRITER PAPERS 


100% RAG EXTRA No. 1: Coupon Bond 

100% RAG: Agawam Bond; Coupon, Agawam Onion Skins 
75% RAG: Contract Bond « 50% RAG: Acceptance Bond 
25% RAG: Trojan Bond, Onion Skin and MS. Cover 


SULPHITE: Quality Bond, Onion Skin and Manifold 
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FREE OFFER TO SECRETARIES 
AND TEACHERS 


AMERICAN WRITING PAPER CORPORATION 
HOLYOKE, MASS., DEPT. TS 


Send FREE test sheets of Eagle-A Type-Erase 
paper ond your Letter Placement Guide: 


NAME 


POSITION 


SECRETARIES: clip coupon to firm letterhead. 
TEACHERS: clip coupon to schoo! letterhead. 





Clip this coupon and send for 


“How to Become an Expert” today! 


It’s FREE... but it can mean a lot to 


The CARTER’S INK COMPANY , Dept. 
Cambridge 42, Boston, Massachusetts 


I'd sure like to impress my boss. 
Please send me your FREE booklet, 
“How to Become An Expert” 


My name is 
I! work at 


The address is 


In the great state of 


you! 
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Show him how really interested you are 
in your work .. . that you know how to 
get better carbon copies without being 
told. 


Watch his delight when he sees those 
neater carbon copies. 


You'll find you can make more clear 
copies from one typing when you use 
the right style, weight, and finish, as 
shown in the booklet. 


He'll be amazed to find how much you 
know about Carbons and Ribbons. He'll 
never guess you learned it all from 
Carter's booklet. 
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Give him clean, easy-to-read carbon copies 
| | : 


Get crisp, clear 
copies with these 


CARTER 





carbons 


Whatever your carbon paper 
needs, you can be sure of the 
best results when you buy any 
of these popular Carter car- 
bons. 


Remember this, too. Carter's 
Carbons are clean to handle 
. . . don’t smudge your fingers 
and clothing. And, actual “in- 
use” tests show that Carter’s 
Carbon Papers give you more 
copies at one typing and last 
longer than the so-called “Econ- 
omy Brands”. 


| 


i 








or Office Outfitter! 


Se Syniiele Fay Coiferg-/ at your local Stationer 


THE CARTER’S INK COMPANY 


CAMBRIDGE 42, BOSTON, MASSACHUSETTS 
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WHISK 
MISTAKES 
AWAY 
THE 
BEST 
WAY! 







The faster and neater 
you correct mistakes in 
typing and _ shorthand, 
the sooner you can for- 
get about them! Reduce 
correcting ‘time-out’'— 
eliminate the trouble 
of removing, even dis- 
carding originals and 
carbon copies—by us- 
ing Weldon’ Roberts 
Erasers. Depend on 
their smooth, uniform 
top quality for whisking er- 
rors away quickly, cleanly. 
Ask your office manager 
or stationer for them. 
WELDON ROBERTS RUBBER 1. 
365 Sixth Ave., Newark 7, N. 
World's Foremost 
Eraser Specialists 

9000 SUEDE WHISK. (Weldon 
Roberts Eraser No. 900 Suede 
with whisk brush attached.) 
Makes quick, clean erasures on 
any kind of paper. Immensely 
popula? because of its gray 
terture and slightly octogonal 
shape 


ee eS 











MORE SPEED 
LESS ERRORS 
in typing! 











*Plus 59c Fed. 


Excise Taz 


SPEED-SPACER 


AUTOMATIC GUIDE LINE ACTION 


More than a mere 
ot the lever 

the next line, 
mistakes, No 
without 


paper-holder! A touch 
and the guide bar drops to 
No waiting, No peering, No 
delays. Work goes ahead 
interruption—gets done faster, 
easier. Copy removed and inserted in a 
flash—no production slack. Holds single 
sheets or notebooks with equal ease, Saves 
time, money, in even a 1-girl office. 


QUICK WAY ® TO FIND OUT 





| SPEED-SPACER COMPANY l 
| 321 Greenwich St., New York 13, N. Y. 
| EN ene Se RO aA DRED ee, ORT OR | 
| Company | 
| Address | 

City State - | 
le ee J 
8 





THE CASE 


OF THE 


STOLEN HOURS 


HAD BEEN INVITED to join 
a group of secretaries for din- 
ner so that we might discuss their 
pending workshop. I had met six of 
the girls previously (there were 
nine present) and had known them 
as excellent secretaries, interested 
in their jobs and their profession. 
Alice, the chairman of the group, 
started the meeting by asking for 
suggestions for the workshop pro- 
gram. Many of the girls did not 
wait for her to call on them, but 
offered suggestions enthusiastically. 
I noticed through all the discussion, 
however, that one girl remained si- 
lent. Finally Alice turned to her 
and said, “I know you are new in 
business, Connie, so you must have 
some fresh new ideas to offer. How 
about it, don't you have some sug- 
gestions?” Connie said she didn't. 
“Well, then,” said Alice, “what do 
you think of the suggestions that 
have been made?” 
Connie didn’t answer 
ment or two and then, 
she exploded, “I think 


for a mo- 
suddenly, 


voure all 


crazy! I have been working only a 
short time, but I’m already disillu- 
sioned. The person who does the 


right thing isn’t the person who gets 
ahead—my firm doesn’t care wheth- 
er youre present or 
time or late. As | 
youre crazy 
time worrying about improving on 
the job.” 

I asked Connie what specific 
thing brought about this feeling. 

She answered, “At school we dis- 
cussed cases of secretaries who suc- 
ceeded and secretaries who failed. 
We analyzed advice from success- 
ful businessmen, too, and a great 
many of them said that if you want 
to advance rapidly in business you 
have to do more than you're paid 
for. I thought this was true. 

“When I first started work,” 


absent—on 
said, I think 
to spend your own 


con- 
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tinued Connie, “I tried to do all 
the things we had discussed in 
business college. | came to work 
on time. | was careful about the 
appearance and accuracy of my 
work. I put in more than the re- 
quired number of hours, But, after 
several weeks of observing some of 
the other stenographers and_ so- 
called secretaries, I said to myself, 
‘Connie, you are a dope! Why are 


you knocking yourself out when 
others drift in to work any old 
time? What with “visiting” and 


most of the girls work 
only about 45 minutes out of every 
hour. And most of them leave about 
1:45. No one says a word when, the 
others late, do they say 
anything to you for being on time!’ 
So I quit being a dope. Why not? 
Who appreciated my effort?” 

We were all waiting to answer 
Connie, but Alice got ahead of us 
with, “Now hold \ 
don't know what your firm does, 
but they aren't all like that. Many 
firms are about 
tardiness and absenteeism. In fact, 
my boss is giving a talk next week 
on The Cost of Poor Attendance. 
[ know, because I did much of the 
research the subject. And I 
learned, among other things, that 
absence and tardiness are primarily 
related to your supervisor's atti- 
tude, the people you work with, 
your job status, and your satisfac- 
tion with your job, In your case, 
Connie, your supervisor seems to 
have a rather lax attitude. And your 
firm appears to have no rules at all, 
for anyone. Regardless of that, you 
should be coming in on time be- 
cause.... 


gossiping, 


are nor 


vour horses—I 


doing something 


on 


(If you were Alice, or one of the work- 
shop committee, what reasons could you 
outline that might convince Connie she 
should hold to the ideals she had when 
she first work? 60.) 


started See page 








Try Underwood’s new chip-resistant nail polish, “Underwood's Red” 


free! Beauty consultants styled it for secretaries. Brilliant red stays 


on and on. Type us a letter on your office stationery, asking for it: 


ecrnoltiu 
7) § é Underwood Corporation, Dept. T, One Park Avenue, N. Y., N.Y 





Cooreta’ ULOA ;, 


Vook again! 


underwood 





THE NEW UNDERWOOD 150 
IS THE TYPEWRITER DESIGNED TO KEEP 


YOUR HANDS LOVELY TO LOOK AT 


Two important improvements make the new 
Underwood 150 the typewriter most wanted 
by the girls who make business hum. Under 
wood has always been designed with the user 
in mind. That’s why it’s so good looking and 
has so many extra features to make turning 
out crisp clean work practically automatic. 
Now, look how Underwood and Underwood 
alone helps you keep fingernails and hands 
lovely to look at, lovely to touch! 


fingernails never touch the keys. No 


™=% Exclusive half-moon keys: Formed 
he Fi to fit fingers. Half-moon tops mean 


more worry about short unfashion- 
able fingernails, chipped nail polish! Exclu- 
sive touch tuning: Stubborn typewriter keys 
often give girls rough, widened fingertips. Un- 
derwood’s touch is kitten-soft. 28 easy-to-set 
touch variations! You choose touch to suit fin 


gertips, always look fresh from the manicurist! 


Telephone your Underwood man and ask to see the new Underwood 150. Get the 
number from the yellow pages of your phone book. 


A, 


UNDERWOOD BBL CORPORATION 


ONE PARK 


+, Ss 
sev’ 


AVENUE, NEW YORK, NEW YORK 
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o Doubt 
About it! 


Completely Up-to-Date Facts 
Always At Your Finger Tips 


A ie. 






PARENTS say, 

“The dictionary habit 
teaches children to help 
themselves. The answers 
to their many daily 
questions are in Webster's 
New Collegiate.” 





‘ 


STUDENTS say, 
“The New Collegiate is a 
must in English—and it 
helps in other subjects, 
too. Its compact size 
makes it easy to carry.” 








bee pe 


aie x * 
STENOGRAPHERS 

say, 

“Our office saves a lot 
of time and mistakes by 
having a New Collegiate 
handy on every desk.” 


No doubt about it, Webster’s New Col- 
legiate Dictionary belongs.in your home 
or office. For every family, every student, 
every person in business, here is not just 
a “‘word book”’ but a handy-size guarantee 
of the right answer to all kinds of daily 
questions. 


Because you expect unquestionable 
accuracy from it, an up-to-date dictionary 
should be bought with care. Webster’s 
New Collegiate is the ONLY desk-size 
dictionary based on the famous un- 
abridged Webster’s New International 
Dictionary, Second Edition, known as 
“the Supreme Authority” throughout 
the English-speaking world. It is required 
or recommended by the country’s leading 
schools, colleges, and universities. 

Get the best. Ask for Webster’s New 
Collegiate Dictionary at department, 
book, and stationery stores. 


125,000 entries; 1,196 
pages. Size: 721021%". 
Unindered $5, indexed 
$6. De luxe bindings 
to $12.50. 






INSIST ON A 
GENUINE 
MERRIAM-WEBSTER 





*Merriam-Webster dic- 
tionaries are directly 
descended from the 
original work of Noah 
Webster and are kept 
constantly up to date 
by the permanent 
Merriam-Webster edi- 
torial staff. 


Reg. U. S. Pat. Off. 
G. & C. MERRIAM CO., Springfield 2, Mass. 
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ESSIE: 


Our first question goes to 

guest expert Charles Rader, who 
writes the good-looking shorthand plates 
seen in most of the Gregg Shorthand 
books. This reader says, “I have been 
writing shorthand for a long time, but.I 
have yet to attain the really fast speeds. 
I cannot seem to move my hand fast 
enough. Do you think I can ever attain 
the higher speeds? Are there hand exer- 
cises I could do that would enable me to 
write faster?” 

Raver (shorthand): Shorthand speed is 
related to how fast the writer pictures 
shorthand outlines for words his ear hears, 
rather than the hand’s ability to move 
fast. The hand moves only after the brain 
flashes a command. If you must stop and 
think of the outlines for many words— 
even for a fraction of a second—your 
speed drops. The hand cannot move 
faster than the brain commands. 

To increase your shorthand speed, ex- 
ercise the subconscious, rather than the 
hand. Read great quantities of shorthand 
plate material in your spare time. If you 
still have your textbooks, this is one 
source of plate material. Probably your 
public library can furnish you with addi- 
tional books containing shorthand plates. 
And, of course, as a subscriber to this 
magazine, you can read the shorthand 
stories each month. 

The only exercise that might help your 
hand write faster is shorthand writing 
practice. Copy the shorthand plates after 
you read them. Practice any outlines you 
find difficult until you write them fluently 
and easily. 

Many public libraries in larger cities 
have dictation tapes and records you can 
borrow for dictation practice. If your li- 
brary doesn’t have them, you can always 
practice dictation from the radio or from 
television. 





@ Tessie: Mrs. Strony, a secretary in 
engineering asks: “Is there a_ simple 
method that I can use when filing blue- 
prints? 

“These prints involve company name; 
number of part; charge to certain depart- 
ments as well as credit when returned 
and recording in book as new prints for 
parts are received.” 

Strony (secretarial practice): In check- 
ing with file authorities, I find. this pro- 
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cedure recommended for filing  blue- 
prints: File blueprints flat. Assign a job 
number to each; if there are several parts 
to a job, then the number would be bro- 
ken down, as 245-A, 245-B, 245-C, ete. 

Although the blueprint itself will be 
filed numerically, it is necessary to have 
an alphabetical card file. The card file 
would show the number of the blueprint. 
It would also indicate the number of 
parts. 

Instead of having a book as you now 
have, it is suggested that you have charge 
tickets. These can be placed in your al- 
phabetical card file as the prints are 
charged to the various departments. 
Charge tickets would be removed ( dated, 
of course ) when blueprints are returned. 
You would still need to keep a record of 
some sort listing the last number as- 
signed to a job. Then as new blueprints 
come in you will know the next number 
to be assigned, so they are always in 
numerical order. 





e@ Tessie: Doctor Hanna, when enter- 
ing even numbers, such as $5.00, in 
journal columns or ledger accounts, is it 
better to include the ciphers or use a dash 
in their place? 

Hanna (bookkeeping): Either practice 
is acceptable. However, the dash is the 
most popular for the following reasons: 
(1) it saves a great deal of time, and (2) 
it is less conducive to errors. A carelessly 
written cipher may be interpreted to be a 
6. There is no such danger when a dash 
is used. Some bookkeepers do not record 
either the dash or the ciphers for even 
amounts. They merely record the dollar 
value. 


e Tessie: Doctor Lloyd, one of our 
readers asks, “What was the experts 
rhythm drill that we used in school to 
warm up at the beginning of the class 
period? Should office workers use it, 
too?” 

Luioyp (typewriting): There are a dozen 
variations of that drill, which consists of 
bouncing fingers alternately on opposite 
sides of the keyboard. The basic drill 
commonly used is: a;sldkfighfjdksla;sl «++ 

Variations include: 

a;qpa;slwosldkeidk . . . 
a;z/a;slx.sldke,dk . . . 
a;qpa;z/a;slwoslx.sl . . . 
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on cold days 
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boost his produc tion ret ord. 


tor Rosenberg, this read- 


“I returned to 
that I had found Che 


bracelet, watch, money, 


@ Tessie: Dox 
r Savs its owner a purse 
purse contained a 
keys, and iden- 
Later, I learned that the 


had offered al reward 


fication cards. 


wher of the 


purse 
for its return. In a case like this, could I 
laim the reward? 
RoseNBERG (business law): No. Legal 
ly you were not entitled to the reward 


because when you returned the purse you 


did not know of the offer. Hence, the 
tter had not been communicated to you 
@ Tessie: Here’s another reader with 
similar question Doctor Rosenberg 


Having lost a brief case containing some 
luable 


t $50 tor its return 


a man offered a reward 
The offer of the r 
i notice published In 


p ipe rs 


W ird Was made by 
the newspaper. If the loser refuses to pay 
briet 


turned, what can the finder do?” 
ROSENBERG 


+ 


reward when his case is re 


business law): The finder 
of the brief case does not have to give up 
If he has 
article, he has a 
good cause of action for the $50. 

®@ Tessie: Miss 


readers have written questions similar to 


possession of the lost article. 


alre idly given up th 


Hutchinson, several 
this young lady’s. She says, “Suppose a 
letter were for Mr. Jones of the Cookwell 
When should it be addressed 
directly to Mr. Jones, Cookwell Company, 
and when should it be addressed to the 
attention of Mr. Jones? 

When a letter is addressed to the at- 
tention of Mr. Jones, what should the 
salutation be: Gentlemen, Dear Sir, or 
Dear Mr. Jones? What is the correct 
position of “Attention: Mr. Jones’ on fhe 
env lope?” 


Company. 


English): The 
\ttention line in a business letter indi- 
cates that the letter pertains to company 


busin Ss, 


Hurcuinson (business 


but that the person named is 
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A FRIEND’S 
REMARK ADDED 
$1,000 TO MY 

INCOME 


I was bored with my job... what 
with no end of filing and no end 
of typing dull old form invoices 
and bills. I knew shorthand from 
high school, but it was too rusty. I 
kept intending to enroll in school, 
but somehow I never got around 
to it. Then one day I met Alice 
on the street and she told me how 
she had picked up these short- 
hand records, and how wonderful 


I sent away for the records 
myself, and to my amazement I 
found out how easy and enjoyable 
it was to pick up speed, without 
having to give up any social ac- 
tivities. Well, to make a long 
story short, I am now secretary to 
the Sales Manager of the com- 
pany. My pay envelope has $20 
more in it every week, and the 
work is most interesting. 


If you’d like to find out more 
about these wonderful shorthand 
records send for the free descrip- 
tive literature. Address: Dicta- 
tion Discs, 509 Fifth Ave., Dept. 
109, New York, N. Y. 
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that person, however, the letter may be 
opened and handled by another person. 

If the letter is addressed to an in- 
dividual, and that person is away, the 
letter may be unopened, waiting for his 
return, or it may be forwarded, either of 
which procedures would cause a delay. 


Therefore, letters should be addressed to 


an individual only when they are of a per- 
sonal nature. 

The salutation following the Attention 
line should always be “Gentlemen,” since 
the letter is addressed to the company. 
In personal-addressed letters, the tend- 
ency is to use the salutation “Dear Mr. 
Jones” rather than “Dear Sir,” which is 
formal and impersonal. 

The usual place for the Attention line 
on an envelope is in the lower left corner. 


G | 

ee | | 

\ | q 

N @) | 
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e@ Tessie: Mrs. Strony, if a secretary’ 


works in a small office that has bare 
walls, would it be all right to decorate 
these walls with pictures? If it is all 
right, are there any special types of pic- 
tures that are best to hang? Would it be 
correct to use pictures with color? 

Stony (secretarial practice ): It is per- 
fectly all right to have pictures in an 
office. It helps to make the working 
atmosphere less formal and the office a 
more enjoyable place in which to work. 
The kind of picture (or pictures) used 
will be a matter of individual taste. 
One office I visited had a large, beauti- 
fully colored map on one of its walls. 
It was so colorful that it seemed to 
brighten the whole room. On either side 
of this map were small pictures of coun- 
try scenes. In another office, I saw a 
large painting of a winter scene. Still 
others had several pictures of beauti- 
ful birds. If pictures associated with the 
actual business of the firm are obtainable, 
these also may be used. 


& > a 
&, 


@ Tessie: Mr. Zoubek, when taking 
dictation, how would you indicate that 
words should be typed in capital letters? 

Zousek (shorthand): The simplest 
procedure is to underscore the words and 
above them write “all caps” in shorthand. 


e Tessie: Doctor Lloyd, is the “Sim- 
plified Letter” that is recommended by 
NOMA (the letter without a salutation or 
complimentary closing) becoming pop- 
ular? 

Lioyp (typewriting): No. A survey 
this spring indicated that only about 5 
per cent of business letters are typed 
in this style. By contrast, more than half 
are typed in blocked style (inside address 
and paragraphs blocked, with the date 
and closing lines starting at or near the 
center ). 
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@ Tessie: Doctor Rosenberg: If a tur- 
niture company, in a written contract, 
agrees to deliver an item on a specific 
date and then fails to do so, does this 
constitute breach of contract? 

RosENBERG (business law): The failure 
of a business firm to deliver an artick 
on a specific date, as provided for in a 
written contract, most certainly consti- 
tutes a breach of contract. For such 
breach, damages can be collected, it 
actual damages can be proved. If no dam- 
age resulted from the breach, only nomi- 
nal damages would be awarded. 


e Tessie: Miss Hutchinson, what are 
the rules for dividing proper names, 
streets, cities, and states? Can a title, 
such as Mr., be separated from the name? 

Hutrcuinson (business English): 
Avoid dividing proper nouns, especially 
the names of persons and places, and 
never separate a person’s initials from his 
name. Also, do not separate a title that 
precedes a name from the name itself. If 
it is impossible to type a long. street 
name at the end of a line, the house num- 
ber and the street name may be typed at 
the end of the line, with Avenue, etc.» 
carried over. Likewise, if it is absolutely 
necessary, the state name that follows a 
city name may be carried over. 

The following examples illustrate the 
above rules: 


SN IE oasis Li a a es a a cee cae 





@ Tessie: Mr. Zoubek, a reader would 
like you to clarify for her just when a past 
tense is to be joined and when it is to 
be disjoined. 

ZouBek (shorthand): The joining or 
disjoining of the past tense is governed 
by a rule to which there are no excep- 
tions. The rule is this: 

When the last sound of the primitive 
form is written, the past tense is always 
joined; when the last sound of the primi- 
tive form is not written, the past tense 
is always disjoined. 

Consequently, to form the past tense 
of words like save, wish, plant, field, 
edit, we would join either t or d to form 
the past tense, depending upon the pro- 
nunciation of that past tense. 

On the other hand, to form the past 
tense of words like mention, privilege, 
formulate, propose, we would use the dis- 
joined t, as the last sound in each of these 
words has been omitted. 

Actually, it makes very little difference 
from the standpoint of legibility whether 
a past tense is joined or disjoined; in 
most cases the outline can be read ac- 
curately with either a joined or disjoined 
past tense. Some writers follow this 
general practice: When in doubt, dis- 
join. 
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\s fledglin g secretary to 

Libya's first ambassador. Mari- 
lyn Gordon had to learn fast 
by doing. One of her many 
awesome tasks was preparing 
and hostessing a reception on 
January 8. celebrating Libya’s 
fourth year of Independence. 
Here she greets Vice Presi- 
dent and Mrs. Nixon, 


BY HELEN MACGREGOR 
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Diplomatic Secretary 


O PLAY AN IMPORTANT ROLE in the building up of a brand-new embassy for 
fp world’s newest sovereign nation is an adventure that rarely befalls a 
young girl on her first job. But this is just what happened to 23-year-old Marilyn 
Gordon, who one day last June was interviewed in Washington, D.C., by Mansour 
Fathy El Kekhia, the first ambassador to the United States from the United 
Kingdom of Libya. A lawyer in private practice until summoned into his country’s 
service, Doctor Kekhia had just arrived in Washington to take up his first diplo- 
matic post; and he needed a secretary. He chose Marilyn as his fellow pioneer. 

Only two weeks before, diminutive, blue-eyed Marilyn had been a student on 
the campus of the American University in the nation’s capital. A fellow student, 
from Iraq, had told her that his Embassy was looking for a secretary, and Marilyn 
had hurried over to the Iraqi chancellery. It had been disappointing to learn that 
the position was not yet open, that several weeks might pass before any decision 
was made. None the less, Marilyn had left her name. She wondered, in view of 
her slim purse, if she could possibly hold out for this job. 
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But Kismet was already operating in the affairs 


of Miss Marilyn Gordon, for only a few days later 
she had received a telephone call from the Cultural 
Attaché of the Saudi Arabian Embassy. Courteously 
he had explained that her name had been suggested 
to him by his Iraqi colleagues as a suitable secretary 
for his friend, the new ambassador from Libya. Would 
Miss Gordon be interested in this position? 

There had followed that curious meeting at the 
Shoreham Hotel with the Saudi Arabian attaché and 
Doctor Kekhia. The introductions had taken place in 
English, but almost immediately afterwards the two 
men had lapsed into Arabic. Several minutes passed 
before Doctor Kekhia turned to Marilyn and asked, 
“Could you start to work next Monday?” 


MARILYN HAD HURRIED HOME, filled with excitement— 
but with apprehension, too. She knew a lot about soci- 
ology (her major) and had stored up a great deal of 
information about art and related subjects; but of 
Libya and the Arab world, Marilyn felt exceedingly 
ignorant. A careful look at a map of North Africa 
showed Libya to be a large area of land stretched along 
the Mediterranean between Tunisia and Egypt. A 
pamphlet on Libya’s history told a poignant story of 
centuries of domination by foreign powers, During 
World War II, it became a battleground between 
British and Axis forces, and after the war the United 
Nations decided that this former Italian colony should 
become an independent and sovereign state. So on 
December 24, 1951, Libya announced its independ- 


ence as a constitutional monarchy under King Irdis I. 












Ambassador Kekhia and Marilyn go over 
their “social list’—not a frivolous matter 
at all to diplomats representing their coun- 
tries abroad. An important omission could 


have serious repercussions. 
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Marilyn went to work eagerly. The office was set 
up temporarily in the ambassador's suite at the Shore- 
ham Hotel. In addition to the ambassador and his 
American secretary, the staff consisted of a diplo- 
matic Third Secretary, an Arabie stenographer, and 
two Arab messenger boys. “We started with nothing— 
not even a pencil,” Marilyn said in her low, vibrant 
voice. “We had to build up a whole routine.” That was 
on June 21. Then it was learned that the Libyan Prime 
Minister was to arrive in Washington on July 15 to 
negotiate an agreement with the United States that 
would give this country long-term rights to operate the 
big Wheelus Air Force Base near Tripoli. Marilyn had 
to learn fast by doing. 

As a visitor of state, Mustafa Ben Halim, the young 
Prime Minister, expected and was due full red-carpet 
treatment. It was Marilyn’s job to make the proper 
arrangements in co-operation with the Department 
of State. She called on John Simmons, the Depart- 
ment’s Chief of Protocol, who lost no time in calling in 
the protocol staff. 

“They all lined up in front of me and waited,” Mari- 
lyn said. “Suddenly I realized I was supposed to do 
the talking . . . I thought back to everything I had 
ever seen in the movies, then said, “The Prime Minister 
is arriving July 15 on the Queen Elizabeth 

“Then the questions started to come fast. “How 
many people will he have with him?’ . . . “How much 
baggage?’ .. . “What have you scheduled?’ . . . “Would 
he like to stay at Blair House?’ ” 

To this last question, Marilyn replied “Yes.” Her 
next call was at Blair House, the colonial mansion 






While Marilyn hands some out-going mail to an Arab mes- 
senger boy, a second messenger serves her a steaming hot 
demitasse of Turkish coffee. a morning rite that provides a 


few relaxing moments for the young American secretary. 


























on Pennsylvania Avenue across from the White House, 
where the world’s visiting statesmen are lodged— 
compliments of the United States Government. 

Marilyn discussed the Prime Minister’s imminent 
visit with the Blair House hostess. “She had to know 
what the Prime Minister would eat and what he 
wouldn't eat... you can’t serve ham or any pork prod- 
uct to a Moslem, you know.” Marilyn explained. 

“We must give a reception,” the ambassador had 
said earlier. This event was planned for July 18. 

“We didn’t even have an invitation list.” Marilyn 
recalled. Here, too, the State Department was helpful, 
as were the ambassadors of other Arab countries. 

The Prime Minister and his party arrived on sched- 
ule. Each of the ministers brought an Arab secretary— 
young men, of course, for Libyan women are still 
largely confined to their homes and appear in public 
wearing the “barracan,” a_ toga-like robe that is 
wrapped around in such a way that the woman's face 
is entirely concealed except for one eye peering 
through a small opening. 

“The first thing the Libyan delegation wanted to do 
was to go shopping,” Marilyn said. “I took them to 
Garfinckel’s department store,” Marilyn laughed remi- 
niscently, “All these men walking single file behind 
me!” They wanted “purely American things.” Among 


the Prime Minister's purchases was a $14.95 sleeveless 


nvlon dress for his wife. 

With the arrival of the Libyan officials Marilyn be- 
gan to view her life as through a kaleidoscope. The 
reception, for 200 dignitaries, took place on the 18th at 


the Shoreham Hotel and was considered a great suc- 





cess. On the 19th, the entire Libyan delegation, to- 
gether with Doctor Kekhia and Marilyn, left for a tour 
of oil properties in the United States. The trip was 
sponsored by a group of oil companies, and the guests 
traveled in a private plane. “I was scared to death,” 
she told me, explaining that this was her first plane trip. 

The exhausted travelers arrived back in Washington 
three days later. “But we had only two days in Wash- 
ington,’ Marilyn said. “Then we were off for New 
York; and the round of parties started all over again 

. with other oil companies and friends of the dele- 
gation.” Marilyn set up an office in her suite at the 
Hotel Plaza, having to screen all incoming telephone 
calls and relay them to the proper persons. 

They returned to Washington on August 6 after the 
Prime Minister left for Paris. “But two weeks later we 
were in Montreal!” Marilyn laughed, remembering the 
dizzy spin of those days. “This had to do with an 
international civil aviation agreement.” 


ONCE MORE BACK IN WASHINGTON, the search for a 
chancellery began, and a house was found in a pleasant 
residential district. Marilyn sought out an _ interior 
decorator, and together they picked out attractive 
office furniture and matched materials. Soon the 
Libyan staff moved in. “At last I had a real desk and 
a good typewriter,” Marilyn added. 

At the chancellery, Marilyn’s job ranges all the way 
from handling the ambassador's telephone calls to 
preparing radio and TV scripts for his occasional 
appearances on these media. She greets Doctor Kek 


hia’s visitors, who may include (Continued on page 56) 


The realm of art. especially 
painting, is Marilyn's hobby 
She often relaxes in het 
Georgetown apartment alter a 
busy day by delving into a 


book of famous masterpieces. 


TODAY'S SECRETARY @ May, 1955 17 








BY MARIE L. 


CARNEY 


Are the Boss’s Visitors a Problem? 


SOME DAYS ARE HECTIC, some are calm. The visitors who come 


to see the boss have a great deal to do with the situation. See 


how adept you are at smoothing the way for both the visitors 


and your boss. 


When you've decided how you would handle the situation, 


check with the answers below. 


1, Frequently, when you tell the boss the name of a 
visitor, he asks you to repeat it. 
A. Maybe he’s hard of hearing. 
B. Speak more distinctly. 
C. Skip it. He'll find out for himself when the 
visitor enters his office. 


to 


When a visitor introduces a friend accompanying 
him, what do you say? 

A. You smile and say nothing. 

B. “How do you do, Mr.————.” 

C. “Good morning.” 


Co 


3. When you are asked by a curious caller, “Who was 
that man who just came out?” how should a secre- 
tary answer? . 
A. “That was Mr.————,” 
fication. 


without further ampli- 


B. “’m not supposed to tell.” 

C. In an agreeable manner, “I’m sorry I didn't 
notice.” 

4. In your line of business, ministers occasionally call 
at the office. How should they be addressed? 

A. “Mr.————;” or “Dr.————,” if a man holds the 
title. 

B. “Reverend————. 

C. “Your Excellency.” 


5. If the boss is also your husband, how do you refer 
to him when a visitor is present? 
A. “My husband.” 
B. Always “Mr.————.” 
C. “Mr.————” in city offices and large concerns, 
but generally by his first name in small towns. 

6. When several people are waiting in your office, 

should you introduce them to one another? 
A. No. 
B. It would be a sociable thing to do. 
C. Not unless you feel like it. 

. When you go on vacation, what instructions can you 
leave for your substitute, who will receive the 
boss’s clients? 

A. Show her your card file and suggest that she 
familiarize herself with the names in it. 


~l 


B. Go through the card file with her and give 
her a few notations about special matters that 
might come up. 

C. The less you tell her, the better for you. She 
might try to work into your job while you're 
away. 


oO 


. Suppose you and your boss share the same office. 
The business transacted with visitors is not of a pri- 
vate nature, but occasionally a visitor hesitates in 
giving full particulars about his errand. You sense 
that it is because of your presence. Should you make 
any concessions? 

A. Draw up a chair and show that you have a 
share in the work, too. 

B. Smile at him reassuringly. 

C. Take some work with you into an adjacent of- 
fice or go out to the washroom for a few min- 
utes. 

9. A caller comes to the counter, and you are occupied 
at work away from it. Do you come forward or do 
you remain where you are and greet him? 

A. If you are at some distance, come forward. 

B. Come right to the counter, no matter how 
close your desk may be. 

C. Call out, “Wait a minute,” 
work first. 

10. If a visitor asks you to lunch, should you accept 

or refuse? 


and finish your 


A. Business and pleasure don’t mix. 

B. It wouldn't be very smart to go out with a 
stranger; but, if you know him well and want 
to go, go ahead—but don’t talk shop. 

C. Ask the boss for permission. 
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“We have the date set for Au- 
cust. Show vour diamond to a close 
friend and let her tell the others 


Wait until your friends ask to see your ring and 


then show it to them as modestly as you can manage. 


A Diamond’s Debut in the Office 


| pads ENGAGED! Youre still you, but there’s 
something different—a new lilt to your walk, a 
fresh enthusiasm for household furnishing displays, 
and a precious diamond ring on your left hand! Today 
is the first day you're wearing this exquisite piece of 
jewelry to the office, and already there are all sorts 
of questions whirling around in your head: “How 
should I act?” “Whom should I tell first?” “What 
should I say?” “What should I not say?” 


NATURALLY, YOU WANT TO SHARE your happiness with 
others. And you'll find that the best way to let your co- 
workers know of the engagement is to tell one office 
friend and let her spread the news. Then, when the 
others ask to see your ring, you can show it to them 
in a gracious, modest manner. 

\nd you won't antagonize others by parading from 
desk to desk thrusting out your left hand for inspec- 
tion. Who knows—maybe the person to whom you're 
showing the ring isn’t romantically inclined. Besides, 
such a tour is in bad taste and bad for business routine. 
Just think what would happen if offices were thrown 


into chaos every time a new engagement diamond 
appeared. 

Since you want to handle the situation with the 
dignity it deserves, you'll tell your boss first, instead 
of letting him hear it via the office grapevine. You 
can say something like this: “Mr. Smith, I'd like 
you to be the first to know that my engagement was 
announced on Sunday. I’m going to be married in 
August to John Richards.” 

The boss will appreciate it, too, if you don’t throw 
the entire office into a panic by leaving your ring 
in the washroom. You can wash your hands without 
removing the diamond. After all, a diamond is the 
most durable substance known, and it can stand a few 
soap and water dunkings provided you clean it at 
home at regular intervals. (Your jeweler will give you 
instructions on how to care for your ring. 

And even though you're terribly proud and happy 
with your new status and your new ring, you won't 
advertise it by twisting and turning your diamond. 
Let its own brilliance sparkle and your happy face 
announce its presence. 
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OME PEOPLE are born under lucky stars; others 
~ collect four-leaf clovers and rabbits’ feet. Still 
others depend on a charming personality and good 
psychology to assure them a charmed life. This may be 
more difficult than clover picking, but it seems to work 
best. Take Clair for instance. 

Clair was no sooner comfortably settled at her desk 
on Monday morning than she saw Joey, the office boy, 
coming toward her. ' 

“Miss Sanders wants to see you.” 

\ sharp sinking sensation hit Clair as she realized 
that the letters on the corner of her desk were the 
ones Miss Sanders had told her must go out Friday. 
The afternoon before a week end is always hectic; 
and somehow, in the rush to finish up, Clair had for- 
gotten those letters. When Miss Sanders found out 
about it; there was apt to be a small: atomic explosion. 

What would you do if you were in Clair’s dilemma? 
Life is full of many of these little unexpected and try- 
ing situations. How you handle them determines to a 
large extent whether your life is happy and pleasant 
or merely some happiness interspersed with a series of 
irritations. 

One way to ingratiate yourself with people and to 
avoid unpleasantness is to do what Clair did: When 
youre wrong, admit it—admit it immediately and em- 
phatically. Before Miss Sanders could say anything, 
Clair was apologizing profusely. She admitted her 
mistake in no uncertain terms. 

“I don't blame you for being very angry with me, 
Miss Sanders.” Clair thought of all the reasons Miss 
Sanders would have for being annoyed and used them 
against herself. In the end, Miss Sanders was assuring 
Clair she wasn’t angry and was even minimizing Clair’s 
oversight. 

Perhaps you wouldn’t have handled the situation 


exactly the way Clair did, but honestly and emphat- 
ically admitting your mistakes is part of getting along 
well with people—all kinds of people. And charm, 
graciousness, personal magnetism—call it what you 
will—generally boils down to that: getting along well 
with everyone. 


THINK OF SOMEONE YOU KNOW who has a lot of per- 
sonal charm—a magnetic personality everybody likes. 
Can you analyze what makes him or her so likeable? 
Charm is usually due to a combination of characteris- 
tics, and you may have many of these same character- 
istics—perhaps all of them. The secret is not so much 
in possessing the characteristics themselves as in the 
manner and frequency with which you use them. 
Take, for instance, a smile and a pleasant, friendly 
manner. They are the mainstays of charm. You've 
probably noticed that. It’s amazing how far a simple 
facial expression like a smile goes in winning friends. 
Naturally, we all smile and are friendly at times, es- 
pecially when were happy. It's when weve not so 
happy that counts. Your degree of charm often de- 
pends on how much you put yourself out in the ordi- 
nary, everyday, run-of-the-mill experiences in life. 
Every human being is self-centered. Our broken 
thumb-nail is apt to be more important to us than such 
a pressing problem as a friend’s fickle fiancé! Yet, the 
less we think and talk about ourselves and the more we 
think and talk about others, the more they will re- 
spond. Try this: For the rest of the day see how often 
you can smile. Try to be as friendly and pleasant to 
everyone as you possibly can, especially to someone 
you don’t particularly like. Ask yourself, what can I 
talk about that will interest him most? If, after a one- 
day, free home trial you're satisfied with the results, 
keep your smile, your friendly manner, and your inter- 
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BY JOHN P. WHITCOMB 


‘lead a charmed life 


est in others. Use them every day at absolutely no 
expense. You'll probably become a steady user. 

Charm is, to a large degree, just putting yourself 
out a littlke—-going out of your way to be polite or cour- 
teous or to show interest. It’s also partly just plain, 
good psychology. When you're wrong, it’s clear what 
you should do, even if it isn’t always easy to do it. 
But, when you're right, then you have to be even 
more careful to use tact and consideration. Clair found 
herself in this situation shortly after she came back 
from Miss Sanders’ office. Joey, the office boy, com- 
mitted the crime of crimes: he lost one of Clair’s care- 
fully made stencils! Clair knew her boss was going to 
be annoyed at the delay, even though it wasn’t her 
fault. Besides, she'd have to do the whole thing over 
again! 

Joey was a constant detriment to efficiency, not only 
for Clair, but for many people in the office. He had 
that “couldn't care less” attitude. Papers frequently 
were lost, misplaced, or tossed carelessly on desks. 
All the time Clair was laboring over the new stencil, 
she kept thinking about how mad Joey made her. She 
had no sooner finished the new stencil than Joey came 
bouncing in and dropped the old one, slightly be- 
draggled, on her desk. 

“Found your stencil!” he said in his usual chipper 
manner. “It was on the mailroom floor and nobody 
knew who it belonged to.” 

Clair was fuming. Wouldn't you be? What would 
you do about it? Hit Joey with the typewriter? That 
wouldn't solve any problems and might damage the 
keys. There are several good approaches. Clair tried 
one that worked pretty well. She figured that, con- 
sidering her mood, she had better not sav anything to 
Joey now. Anyway, she had to get that mimeograph 
job done in a hurry. 

Later, Clair tried to see Joey’s side of it. First she 
found out a few things about Joey by asking some of 
the other secretaries about him. She discovered that 
he was going into the Army soon, that his main inter- 
est was a baseball team called the Boston Red Sox, 
and that he would go out of his way to help you if he 
liked you. Clair tried being more friendly to Joey— 
even occasionally asking him how his baseball team 
was doing—and she tried appealing to him to help 
her. She figured that criticism or threats would only 
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antagonize him and make things worse. 

By and large, this worked pretty well with Joey. 
Clair even got him to the point where he would put 
papers in a neat pile on one side of her desk. She had 
the satisfaction of being able to get along well with 
Joey—of eliminating one of the sources of friction in 
her life. When he finally left for the Service, Clair was 
really sorry to see him go. And she often wonders 
what is happening to those Boston Red Stockings. 

Naturally, all such encounters aren't that easy. 
There are times when it’s pretty difficult to concentrate 
on courtesy, charm, graciousness, and consideration 
for the other person’s feelings. Being human, we all 
say things we regret. The important thing is to admit 
our mistakes and to try to compensate for them. 


ARE YOU DOING THE LITTLE THINGS that make life pleas- 
ant and make people like you? For a starter, check 
yourself on these eight points: 
1. Do you smile enough? (You never can tell when 
that handsome salesman is watching! ) 

2. Are you always as courteous as possible, especially 
in little things? 

3. Do you avoid an argument when you can? 

4. If you're wrong, do you admit it forthrightly and 
emphatically? 

5. Do you avoid telling people they are wrong? (Do 
you find that telling them they are wrong con- 
vinces them or only makes them more detensive? 
Why not merely suggest what you think may be 
the right way? ) 

6. Do you try winning people to your way of think- 
ing by letting them believe the idea is theirs, not 


yours? 


Do you go out of your way to be nice to others? 

8. Do you look for ways to give little compliments 

and honest praise? 

Many more items could be added to this list (and 
perhaps you'll want to add suggestions of your own). 
Probably you already do many things that the list sug- 
gests. You need only to concentrate on doing them 
more often. It's tremendously satisfying to be well- 
liked, to know you can make people like you. You 
know you're a very nice person. If everyone you meet 
is aware of it, you have one of the world’s most treas- 
ured possessions—charm! 











HE INVENTORS of the won- 
derful writing machine orig- 
inally intended it for personal use 
—as a writing tool with built-in 


speed, neatness, and _ legibility. 
Their dream of 1873 is rapidly 
coming true. A fifth of all American 
adults already can type, and two 
million more learn typing each year 
(next'to English, a required course, 
tvpewriting courses outrank all 
others in popularity ). Virtually all 
these millions make. personal use 
of the typewriter. 

Personal purposes for using the 
machine vary widely. The college 
student knows that a typed paper 
will get a better reading and ap- 
praisal. The housewife feels, prob- 
ably correctly, that her typed letters 
( businesslike, you know) will get 
quicker attention. Parents find that 
children’s spelling and punctuation 
and theme writing perk up when a 
tvpewriter is available for home- 
work. And, in typing itself, extra 
practice at home makes a big dif- 
ference to the typing student. Many 
millions of dollars are earned by 
home typists who address enve- 
lopes, type others’ papers, retype 
manuscripts, etc. 

It is no surprise, then, that the 
typewriter is becoming a _ house- 
hold appliance almost as common 
as the pop-up toaster or the TV set. 
Most home typewriters are port- 
ables, which are inexpensive; as 
useful as standard office machines; 
easily moved about; light enough 
to park on a sturdy card table or 
home desk; strong enough to last a 
generation. By a merchandising 


99 
————s 


Suggestions for making the 


most of your 


Portable Typewriter 


Now that the portable typewriter is virtually a standard 
home appliance, every typist should know how to handle one, 


says our author-consultant, Dr. Alan C, Lloyd 


whim, they come in handsome cases 
that double as overnight bags. 

So, there are millions of porta- 
ble typewriters in homes. If you 
have one now, or will in the future, 
you should know how to get the 
most out of it... . 

1. Clear Case. Fight off every 
temptation to tuck papers, erasers, 
pencils, carbons, envelopes, etc., 
inside the carrying case. Such 
debris can dislodge levers, strain 
the carriage, and bend the rods 
(under the machine) of the space- 
bar and shift keys. 

2. Annual Tune-Up. Once a year, 
take your portable to a typewriter 
serviceman for a tuning up. He'll 
clean it, oil it, tighten springs and 
nuts and carriage tension, relax 
stiff keys, straighten any bent type- 
bars, make it like new. 

3. Empty Case. Lift your ma- 
chine out of its carrying case before 
you type. This keeps you from try- 
ing to type when a pencil is under 
the machine, assures you of quieter 
typing, and keeps the machine from 
skidding. Some folks think the 
machine will slip less if it stays in 
the case. Not so. The special rubber 
feet on modern portables are better 
antiskid brakes. 

4. Use a Snap Stroke. The best 
way to tap keys on a portable is to 
“snap” each key, darting your fin- 
gers at the keys. Use a light, not 
heavy, touch. See how light your 
stroke can be and yet “bounce” the 
typebars off the paper. | 

5. A High Table. The best typing 
spot is a kitchen or dining-room 
table. That will seem high, but it’s 
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good for you: makes you sit up 
straight, encourages proper stroking 
of the keys, assures snappier car- 
riage returns, results in surer ac- 
curacy. Next best is a strong tard 
table; but be sure it doesn’t wob- 
ble. Wobbling encourages vibra- 
tion, and that is as rough on your 
typewriter as it is on your table. 

6. “Toss” the Carriage. The bang- 
ing of a carriage is the toughest 
punishment a typewriter must take 
and is what makes the machine 
“walk.” Practice a bit. It is easy to 
master a “toss” return of the car- 
riage that brings it to the margin 
block just right—all the way back 
without a bang and without jar- 
ring the machine out of position. 

7. Stiff at First. Your first use of 
a portable may be disappointing, 
for the machine, being new, may be 
stiffer than the well-broken-in office 
or school machine to which you are 
accustomed. To “unstiffen” it, type 
a full page of the alphabet (put 
ting a space after each letter) and 
a full page of your favorite speed 
sentence. 

8. No Babies. No matter how cute 
Junior is as he smacks his chubby 
fist on the keyboard, keep baby 
hands off your typewriter. Any- 
thing that brings up two typebars 
at once can bend them, inviting 
future key jams and sluggish action. 

9. Use Its Facilities. Because you 
probably compose whatever you 
type on your portable, youre i 
danger of forgetting to use the 
facilities of the machine and may 
let your skill deteriorate. Make 
a point of setting both margins, @ 
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listening for the bell at the end of 
the line, of tabulating the inden- 
tions of paragraphs, etc. 

10. Keep High Standards, Many 
teachers of typing are wary when 
a learner practices at home because 
he may forget the admonitions he 
hears in class: “Sit erect” . . 
snap strokes” 
gers well curved” . . 
over” 


. “use 
. . “keep your fin- 
. “don’t strike 
and, especially, “keep 
vour eyes on the copy—don’t look 
up!” Teachers are wise to worry: 
these admonitions are important, 
even to experienced typists. Re- 
mind yourself of this as you type. 

11. Fiddle with Stencils. Because 
your club is sure to ask you to 
prepare some stencils, invest one 
stencil in finding out the best way 
to manage it on your portable. Try 
using no cushion sheet between the 
stencil and backing sheet, and us- 
ing one cushion, and two. Try ad- 
justing the touch-control lever, too. 
You can type fine stencils—after 
a little fiddling. 

12. Extra Care in Erasing. All 
typists know that they are supposed 
to move the carriage far to the side 
when they erase, so that crumbs 
will fall outside the machine; but 
most typists neglect this. Don’t neg- 
lect your personal machine! The 
inner workings of a portable are 
more intricate than those of a 
watch. A few eraser crumbs, dis- 
creetly placed, can harm a _ type- 
writer more than a year’s use. 

13. Only the Top. All typewriters 
have a ribbon-adjustment lever to 
enable the typist to use either the 
top half or bottom half of a ribbon. 





For better typing, use only the top- 
half position. When the top half 
of the ribbon gets frayed, flop the 
ribbon so that the bottom half 
comes up at the top. 

14. Be Selfish. If your machine is 
your very own, keep it that way! 
Typewriters adopt characteristics 
from everyone who uses them; 
keep your machine tuned to you. 
Don't lend it out. Be happy to show 
it to your friends, but keep their 
fingers off it! 

15. New Ribbons. Ribbons are 
not expensive. A lot of typists try 
to get “the nice dark look” by 
pounding keys harder instead of 
putting on a new ribbon. (Inci- 
dentally, you cannot pay too much 
for a typewriter ribbon; the more 
you pay, the better the buy in the 
long run. ) 

16. Smo-o-o-oth. When you are in 
a hurry to get a job out, don’t try to 
type faster; try to type more 
smoothly. More speed is lost in 
pauses than is gained in spurts. 
Keep it smooth, 

17. Pica vs. Elite. There are two 
standard sizes of print for type- 
writers: pica (10 characters the 
inch) and elite (12 the inch). 
Most portables have pica print; you 
have to ask for elite. Because most 
office typewriters have the smaller, 
elite print (you get more to a 
page), the larger type may soon 
seem “old fashioned.” 

18. Practice for Speed and Ac- 
curacy. For most profitable prac- 
tice, concentrate on (1) lines of 
drill material, like rows of 3-letter 
words and alphabetic sentences; 
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and on (2) short, timed writings of 
1, 3, or 5 minutes on familiar, easy 
copy. Minute for minute, such prac- 
tice helps most. 

19. Bend Cards. There are prob- 
ably more postal cards typed on 
portables than on standard type- 
writers. To save wear and tear on 
the paper-feed rolls, always bend 
the cards a little before inserting 
them. This will also make it easier 
to type right down to the bottom. 

20. Lightweight Carbon. If you 
have to make more than two carbon 
copies of much work, be smart: get 
extra-light carbon paper. 

21. Chair Matters. When you 
start a long typing job, watch the 
chair you pick. It should be firm, 
not soft. It should be about 19 
inches high. It should be flat, not 
grooved, It should be level, not 
sloped toward the back. If your 
chair is wrong, you'll end with 
many typing errors—and a_back- 
ache. Keep both heels on the floor, 
one foot ahead of the other. 

22. Two at Once. Make a point of 
protecting your roller by always 
inserting two sheets of paper—one 
to type on and one to cushion the 
steel-tipped blows on the rollers. 

23. Keep Machine Straight. Any 
typewriter, even a standard office 
machine, will “walk” toward the 
right as you toss the carriage line 
after line. Straighten the machine 
frequently, so that J is at the center 
of your body. If you don’t, you'll 
make faulty carriage returns, type 
inaccurately and get a first-rate 
neckache. 

24. No Hunt-and-Peck. If you 
have to lower the bars to others, 
still keep one rule: no hunt-and- 
peck typist shall be permitted to 
use your machine. His mashing 
stabs on the keys can result in bent 
keys, chopped rollers, broken type 
faces, lacerated ribbons; and he 
will erase constantly (with the 
crumbs going down inside! ). 

25. Baby It. It’s a wonderful 
thing, your portable. It will stand 
a lot. But, just the same, baby it as 
much as your father babies his new 
car, Wipe it off. Clean the typebars 
when you finish each day’s work. 
Keep it in its case when you're not 
using it. Untangle jams with infinite 
care, lest typebars get bent. Keep 
bobby pins and screwdrivers out of 
its innards, Never drop it or jolt 
it, even when it’s in the case. It’s 
not fragile, but pretend it is! 
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THE IDEAL BOSS 


BY MARGUERITE BASTERASH 


MY BOSS, H. P. HASKINS, 7 . 
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BY MARIE M. STEWART 


Don't become 
a problem 


to vour dictator 


Are voua Wait-a-Minute Secretary? 


PFYHE FEMALES of my acquaint- 
| ance and of yours, if you think 
about it, can be classified into 
those who are always readv and 
these who are never ready. For 
what? Well. for anything—be it 
work or play. Now it doesn't make 
a particle of difference which type 
a man is—he gets irked if he has 
to wait for a woman. This is a 
valuable tip for women _ office 
workers, since our bosses are gen- 
erally men and it is important that 
we learn how to get along with 
them. 

lf am reminded of Joyce, who 
nearly lost her job because she 
carried her social habits into the 
office. And. as secretarial consult- 
ant here at Harkins, it seems to me 


wat | run into too many girls just 
ke her. 


Believe me, Joyvce’s boss, Mr. 


t 
li 
Allen, was thoroughly steamed up 
when he came to talk with me. His 
opening words were, “I can't stand 
her another minute. I want her 
transferred: and. tor Pete's sake. 
this time get me a secretary that 
| won't have to wait for.” 

Well, I have learned a few ele- 
ments of the course entitled. “How 


to Handle Men.” So, I got Mr. Al- 


len seated in a comfortable chair, 
gave him an ash tray, and invited 
him to tell me all. 

If the situation had been less 
serious for Jovce, | would have 
been amused at some of the things 
he told me. For instance, he said 
that she would answer the buzzer 
by peering in at the office door and 
saying, “Yes?”—as though taking 
dictation at ten every morning was 
just a daily coincidence of the past 
six months. Then, right in the mid- 
dle of the dictation, she would be 
shocked to find that her pen was 
running dry or her notebook was 
full. She always had an ear cocked 
for the outer office and made ex- 
cuses to dash out there to attend 
to something or somebody. 

Joyce very evidently ‘was the 
“never ready” type, and I knew | 
had my work cut out for me if | 
thought I could change her into an 
“always ready.” But | was game to 
try it, and I sent for her immedi- 
ately. 

As tactfully as I could, I ex- 
plained the effect her wait-a-min- 
ute habits had on Mr. Allen and 
asked if she would be happier if we 
transferred her. She informed me 
that she was just c-r-r-azy about 
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Mr. Allen and would like to stay 
with him. So. I decided I could 
probably talk Mr. Allen into suf- 
fering with her a little longer while 
she was trying to overcome her 
“never ready” tendencies. 

Then I went to work, for I knew 
that I couldn't sit down cozily with 
Joyce and offer a few suggestions 
with the full knowledge that they 
would be adopted pronto. 

I had her make out a time sched- 
ule for her office day. Then we 
went over it together, item by item 
We set up a routine that she was to 
follow the first thing every morn 
ing. All supplies were to be ready 
on her desk: pen filled, notebook 
checked (with a band around the 
used pages and the book opened 
to the first blank page ). We agreed 
that, every time her buzzer sound 
ed, she was to take her notebook 
and pen and go right into Mr 
Allen’s office—and stay there unless 
he sent her on an errand. We put 
all this down on paper, for I didn't 
dare trust her to remember. 

| wish I could report that Joyce 
changed completely. I can’t. But 
I can say that she has improved to 
the point where she is an “almost- 
always-ready” secretary. 









VACATION PREVIEW 


Travel experts help you pick— 


The Right Vacation For You 





**Wonder if the boss would consider 
moving the firm to Sun Valley?” 


HERE WILL YOU be sending your postcards 
from this summer? “Dear Sandy,” you write, 
“having a marvelous time. Today the whole ranch 
is riding horseback to explore an old silver mine.” 
Or perhaps, “—Going to the summer theatre—” 
Or even, “—Lunching at Rockefeller Center—” 
Whether your idea of a vacation is Big City glam- 
our or a blue-jeaned frolic, it will mean change and 
fun and enough memories to keep you telling stories 
for months. (“The afternoon we went on the hay ride, 
the silliest thing happened—” ) 
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BY MARTHE GROSS 


BUT—a fun-packed, money’s-worth vacation doesn't 
just happen. It has to be planned and plotted. You 
might think of it this way: the fun is there, not for the 
taking, but the making. 

So what do you do—put on a swami’s turban and 
curl up with a 21-inch crystal ball? We suggest that 
you put on your hair net and curl up with a note pad 
and some travel folders or travel ads. 

As you study them and make notes, keep asking 
yourself this question: Is this really for me? 

You are, after all, giving a gift to yourself. There 
will be money involved—perhaps a good deal of it. 
But, even more important, youre giving yourself 
time. What you do this summer, 1955, will last a 
whole year, so you can't afford to be disappointed. 

To help you chart your course—find a vacation that 
is exactly right for you—we polled experts in the field 
of travel and secretaries who have logged thousands 
of miles trekking to holiday spots. 


EXPERIENCED TRAVEL COUNSELORS suggest three test 
questions you'll want to consider first: (1) Is the 
big feature of the trip something you would thorough- 
ly enjoy at home? (2) Are you reasonably sure youll 
be with other vacationers of your age and interests? 
(3) Will you still enjoy it if the weather turns bad? 

A veteran of one of New York’s largest travel agen- 
cies considers the first question most important. 

“We have young career people coming in every 
day,” she said. “Many want to go to places like the 
colonial village at Williamsburg, Virginia. Yet they re 
disappointed. They never go near museums at home. 
Fine architecture, furnishings, and history are just 
not their interests.” 

Sun Valley would be a much better choice, she ex- 
plained, or a camp like the Jack and Jill Ranch in 
Rothbury, Michigan, that caters to young people. 

“I would even suggest a fast and furious escorted 
tour to a place like the Eureka Springs Hotel in the 
Ozarks,” she added. 
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“Why, its just like I always pictured it!” New 
York offers wide variety for every taste and budget. 


“Wish I had a view like this from my desk.” 
Lake Tipsoo and Mt. Rainier in Washington. 


While Williamsburg offers rest and beauty to de- 
light the eye, Jack and Jill and Eureka Springs con- 
centrate on activity-plus: square dancing, beach 
parties, “stunt nights,” as well as sports around the 
clock. The counselor also advises vacationers who 
want less strenuous trips to choose a spot that at least 
offers “optional” pastimes. 

“Just staying at a beautiful hotel is not all you want 
in a vacation,” she points out. “After the first day or 
two, the glamour wears off and you may find yourself, 
every few hours, saying, “What do | do now?’ ” 


\ PASSENGER AGENT for one of the top railroads in the 
Midwest offers this clue to vacation fun—plan your 
trip to a region at a time when they are having carni- 
vals or festivals. 

“The whole town turns out with floats, street danc- 
ing, special events; and there's usually fun for visitors 
as well as the home folks,” he said. 

You might want to look in on Pennsylvania Dutch 
Days—exhibits and folk handcrafts—at Hershey, Penn- 
sylvania, in late August. For vacationers in the West 
there’s the annual festival at Santa Barbara, California, 
“Old Spanish Days Fiesta,” in mid-August, with Span- 
ish pageantry, floral floats, and dancing in the streets. 

On the other side of the country, at Rockland, 
Maine, there is the Maine Seafoods Festival early in 
August, also with parades, floats, and boat rides, as 
well as lobster and other seafood feasting. 

Down in Virginia, at Abingdon, you can attend the 
Virginia Highlands Festival in the beginning of Au- 
gust. Its emphasis is on arts, crafts, and antiques. And, 
while you’re in Abingdon, attend the Barter Theater 
—one of the country’s best-known summer theaters. 


“If the office gang 
could see me now!” 
Masquerade party at 
Wigwassan Lodge, 
Muskoka, Ontario. 
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Incidentally, if you love plays and would like to 


get a good view of stars—both film and theater—at 


close range, you might consider a “Barn Theater” 
vacation. Pick a spot like Cape Cod or Essex, Con- 
necticut, and you'll be within short auto rides of sev- 
eral summer theaters. In Canada, Shakespeare fans 
can feast on the Bard’s works at Stratford, Ontario, 
and Toronto. 


FOR THE YOUNG CAREER GIRL who likes the satisfaction 
of doing things on her own comes this advice from an 
executive secretary who has traveled well over 5,000 
miles in the last three years: Keep your plans flexible. 
Don't sign up for too long a time at just one place, 
especially if you're unfamiliar with it. 

“Summer before last | had reservations at a resort 
on the California coast,” she said. “Three days was 
all | could take. The place just didn’t live up to my 
expectations. I started driving and—fortunately—dis- 
covered Isomata and had a wonderful time.” 

“Isomata,” which takes its name from the initials of 
the Idyllwild School of Music and the Arts is a unique 
arts-center-school mountain retreat in the San Jacinto 
mountains about 110 miles east of Los Angeles. Stu- 
dents, teachers, and vacationers have a way of min- 
gling in complete informality on the wooded slopes that 
make up its campus. 

If you prefer an “independent” vacation, but don't 
have a car, how about a “trip package” either solo 
or with a good pal? One of the railroads operating 
out of Chicago combines rail, motor, and even boat 
to take you from your home city to Charlottesville, 
Virginia, where you will go sight-seeing and start over 
the magnificent Skyline Drive to Washington. Climax 
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of the tour is a boat trip to Virginia Beach for three 
days of sun, surf, and sea. 

Whether you vote this summer for Activity, Inspira- 
tion, or Fun-On-Your-Own, the experts advise you to 
plan thoroughly and reserve early. Then, let’s get 
packing. Who knows—this year you may have your 
sights set on the dream vacation of a lifetime! 





“Quite a change from traveling on the subway!” 
Kentucky Lake State Park in western Kentucky. 


Vacation Round-Up 


FUN ON YOUR OWN (or with a good pal) 


1. Chicago: Michigan Boulevard shops, radio and TV pro- 
grams, and fine restaurants in America’s brisk, breezy No. 2 city. 
Five days (4 nights) at the Conrad Hilton Hotel, the world’s 
largest: $30.50 (based on two in room) on American Airlines 
“package.” You can fly round-trip from St. Louis for $31.50. 


2. Washington: Beauty, history, and elegance at the nerve- 


center of the nation. American Airlines package includes 6 days 
(5 nights) at Sheraton-ParksHotel. For information on either 
Chicago or Washington, write Publicity Department, American 


Airlines, 10O Park Ave., New York, N. Y. 


3. Virginia Beach: Mountains, seashore, and even an overnight 
cruise on the Potomac are combined in a variety vacation pack- 
age by Chesapeake & Ohio Railroad. By train to Charlottesville, 
Va., to start a motor trek over the Skyline Drive to Washington, 
D.C. Steamer from the capital cruises to Virginia Beach, where 
you spend 3 days at an ocean-front resort hotel. About $130 for 
8 days if you come from the Midwest. 


FUN MAKING. NEW FRIENDS 

4. Jack and Jill Ranch, Rothbury, Mich.: Western-style fun for 
young people, 19-35, includes horseback riding, swimming, as 
well as evening entertainment, picnics, and stunt nights. About 
$125 for 10 days. For rates check the Ask Mr. Foster Travel 
Bureau in your city or at 30 Rockefeller Plaza, New York, N. Y. 


5. Wigwassan Lodge, Muskoka, Ontario: The young crowd here 
enjoys water sports, dancing, tennis, and badminton, plus canoe 
trips exploring nearby islands. Reserved through the Ask Mr. 
Foster Travel Bureau. 


6. Oak ’n’ Spruce Inn, South Lee, Mass.: Fun in New England 
—sports with music and summer theaters on the side. Close to 
concerts at Tanglewood, modern dance at Jacob’s Pillow, and 
the Berkshire Playhouse. A New Haven Railroad package offers 
room, meals, travel from New York City, and all sports for about 
$72 for one week. Write Travel Bureau, New Haven Railroad, 
Grand Central Terminal, New York, N. Y. 


7. Eureka Springs, Ark.: Ozarks-type fun in a lovely, rustic 
setting at the Eureka Springs Hotel. You'll go square dancing, 
hayrack riding, swimming in the ol’ swimming pond, and join 
in stunt nights. Eight-day package is $82.70, including railroad 
fare from Chicago and six full days (with meals) at the Springs. 
Write Happiness Tours, 2 W. 46th St., New York, N. Y. 





MUSIC, ARTS, MOVIE STARS in BARN THEATERS 


8. Isomata: A new approach to music and the arts; short courses 
for the vacationer, in an informal atmosphere deep in the San 
Jacinto Mountains of California. Two-week workshops: June 
20-July 1; July 5-15; July 18-29; August 1-12; August 15-26. 
Write the Idyllwild School of Music and the Arts, Idyllwild, 
Calif., tor further information on summer season. 


9. Tanglewood Concerts, Lenox, Mass.: July 6-August 14, 
You'll hear the Boston Symphony play classics deep in the lovely 
Berkshire Mountains. Top modern dancers perform at Jacob's 
Pillow in nearby Lee, Mass., and Berkshire Playhouse is close. 
Resorts and some tourist homes in Lenox offer sports. Write 
Tourists Bureau, Lenox, Mass., for information on rates and 
accommodations. 


10. Aspen, Colo.: Plays, concerts, and lectures on intellectual 
subjects at a dramatic and beautiful spot in “The Mountain 
State.” Write for information to the Hospitality Center, Tourists 
Bureau, Denver, Colo. 


LOCAL COLOR: Festivals and Pageants 

11. Pennsylvania Dutch Days, Hershey, Pa.: Early Pennsy]l- 
vania Dutch art, handcrafts, folk exhibits, heirlooms. Kutztown, 
Pa., Folk Festival: Exhibits, crafts, antiques, and_ lectures. 
Fourth of July week end. Write Pennsylvania Department of 
Commerce, Harrisburg, Pa., for information on rates and 
accommodations. 


12. Old Spanish Days Fiesta, Santa Barbara, Calif.: August 10- 
14. Floral floats, stock-horse competitions, Spanish pageantry, 
and dancing in the streets. Write All-Year Club of Southern 
California, 629 So. Hill St., Los Angeles 14, Calif. 


13. Virginia Highlands Festival, Abingdon, Va.: First two 
weeks in August. Tours of historic buildings, crafts, arts, and 
antiques, plus plays at the famous Barter Theatre. Write 
Tourists and Visitors Division, Department of Commerce, State 
of Virginia, Richmond, Va. 


14. Maine Seafoods Festival, Rockland, Me.: Parades, boat 
rides, exhibits, and feasts of lobster and other seafood. Write 
William Hatch, State of Maine Publicity Bureau, Gateway 
Circle, Portland 4, Me. 


15. Shakespeare Festival, Stratford, Ontario, Canada: Julius 
Caesar and The Merchant of Venice in a lovely Olde English 
setting, June 27-August 27. Other attractions this year: films, 
concerts, lectures, and art exhibits. In southwestern Ontario 
between Detroit and Toronto. Write J. W. O'Rourke, Depart- 
ment of Travel and Publicity, 67 College, Toronto, Ont. 


SPORTS AND SUNSHINE 

16. Sun Valley: Diversions at this much-publicized resort range 
from summer ice skating, tennis, and golf to trapshooting and 
riding in the Baldy Mountain ski lift. Rates start at $28.50 a 
week in a chalet-dormitory, without meals. Write Winston 
McCream, Manager, Sun Valley, Idaho. 


17. Dude Ranches in Montana: A chance to see the Old West, 
ride in buggies or on horseback, explore ghost towns, silver 
mines. Write Elizabeth Harrison, Montana Highway Commis- 
sion, Helena, Mont., for rates. 


18. Dude Ranches in Colorado: All-expense trips offer a chance 
to sample ranch life; riding with real cowboy escorts through 
mountain trails, steak fries, square dancing, and song fests 
around the campfire. As low as $70 a week, with meals. Write 
Happiness Tours, 2 W. 46th St., New York, N. Y. 


THE GREAT OUTDOORS 

19. Olympic Peninsula, Wash.: If you love swimming in either 
salt or fresh water, as well as all other outdoor sports in a setting 
of rugged natural beauty, consider a resort cottage or motel on 
the Olympic Peninsula. Write Olympic Peninsula Hotel Asso- 
ciation, Forks, Wash. 


20. Kentucky State Parks: Skim the lakes in a boat and swim at 
sandy beaches during a stay in one of the spanking-clean cabins 
or lodges operated by the State of Kentucky. Write Division of 
Publicity, Capitol Annex, Frankfort, Ky. 
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BY SALLY CLARKE 


Trip Tips on TRAVEL ETIQUETTE 


FTER WEEKS of pouring over travel folders, 
A working out a vacation budget, and investing in 
a new wardrobe, youre ready to take off for your “two 
weeks with pay.” If you're a seasoned traveler, you'll 
know that the rules of travel etiquette are just as im- 
portant as reservations, tickets, or luggage. Many an 
otherwise enjoyable trip has been spoiled because the 
traveler was in a perpetual quandary as to whether 
or not she was “doing the right thing.” If this is your 
initial trip on a train or an 
airplane, or if you're plan- 
ning to stay in a hotel for 
the first time, a knowledge 
of travel etiquette will be 
an invaluable asset in help- 
ing you to get the most out 
of your vacation. 


\WHEN TRAVELING BY TRAIN, 
vou ll find it wise to take 
as little baggage as pos- 
sible, for storage space is 
limited. In a Pullman, the 
porter usually places large 
pieces on baggage shelves 
in the rear of the car un- 
less they fit under the seat. 
\ small bag may be 
brought to the seat, but not 
it it is likely to be in the way of a fellowpassenger. In 
a roomette or compartment, space is provided for 
hand luggage. 

During the day, the passenger with a lower berth 
on a train has the privilege of riding forwards; the 
passenger with the upper berth rides backwards. A 
thoughtful traveler who occupies the choice seat, how- 
ever, offers to share it with the person who is riding 
backwards. 

While the passengers are in the dining car, the por- 
ter usually begins to make up the berths. If he has not 
made yours and you wish to retire, you may request 
that he do so as soon as possible. While waiting, the 
passenger generally goes to the club car, occupies any 
vacant seat in the Pullman, or goes to the dressing 
room and begins preparing for bed. If you leave your 
berth during the night, leave the curtains open and 
the light turned on to help you find your way back to 
the right berth. 

Besides making up your berth, the porter will—if 
you request it—shine your shoes, send letters or tele- 
grams, call you at a specific time, give you any in- 
formation you want about the train, and bring a table 
for writing. When you reach your destination, he will 
brush off your coat, take care of your baggage, and 
help you off the train. Fifty cents a night is the usual 


tip for these services mess vou have made special re- 





quests of the porter during the course of the trip. 
Red caps receive a uniform fee of twenty-five cents 
for each piece of baggage handled, regardless of its 
size or the distance involved. This fee is sufficient 
unless some extra service is performed. A dining-car 
steward is tipped fifteen per cent of the bill, but never 
less than a quarter a person if a meal has been served. 
No member of a plane’s personnel is ever tipped 
except porters who carry baggage. Here, the usual 
tip of twenty-five cents a 
bag is given. At some air- 
ports, however, there will 
be a sign advising passen- 
gers of the porter’s standard 
fee, which may range any- 
where from fifteen cents to 
twenty-five cents a bag. 


THE QUALITY OF THE HOTEL, 
the amount of baggage one 
has, and the service ex- 
pected all have a bearing 
on the size of tips dis- 
pensed in hotels. 

The standard tip for a 
bellhop carrying up lug- 
gage for a newly registered 
guest is a quarter if he is 
able to bring all the lug- 
gage in one trip. If two or more trips are necessary, the 
tip advances on the basis of twenty-five cents for each 
trip involved. 

Bellhops who deliver telegrams, a newspaper, or 
other small items to the room receive a dime. Twenty- 
five cents is the usual tip when he brings a large, bulky 
package or an armful of clothes from the valet. 

In hotels where one is a transient, the tip for the 
chambermaid is twenty-five cents to fifty cents for an 
overnight stay, depending on the quality of the hotel. 
When a guest stays a week or two, a dollar a week is 
given. The tip may be left on the bureau, or the cham- 
bermaid may be sought out in the linen room on the 
floor. 

Remember, too, that when a woman registers alone 
at a hotel, she always signs her name as “Miss” or “Mrs.” 


TRAVELING CAN BE A RICH and rewarding experience 
if you take advantage of every opportunity to see, 
to learn, to understand. You can be pleasant and 
friendly to strangers without allowing your conversa- 
tion to become personal and without placing yourself 
under any obligation to them. When you travel and 
things go wrong—as they are bound to do occasionally 
—a sense of humor is your greatest asset. And your 
travel troubles will probaby turn into good stories by 
the time you get home! 
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YOU MAKE travel RESERVATIONS 


Tips Lo simplify the complexities of travel reservations 


BY MARION NOYES 


7THETHER you have a new job with transporta- 
tion duties or an old one tor a boss who has sud- 
denly developed wanderlust, or whether you're al- 
ready getting him on and off trains and planes with a 
minimum of confusion, perhaps we can find a few 
more ways to insure a maximum of confidence for you 
both. And, best of all, you may find some of these sug- 
gestions helpful in making your own vacation travel 
plans. Let’s start from scratch. 


First Things First—Timetables 


Discover Your Boss’s Business Pattern. Spot the 
territory he is most interested in. List the cities he 
may frequently visit and try to approximate the most 
desirable routes. 

Prepare to Tailor His Trip. Collect timetables and 
learn to read transportation shorthand, the kind you'll 
find in symbols and reference marks. Never skip the 
footnotes. They may say the train doesn’t run the day 
you want your boss on it. 

When, you find a hint of new locales in correspond- 
ence or conversation, prepare for congratulations by 
getting more timetables. Collect travel literature, and 
study the references listed below. 

What You Know Is Basic. Acquire the fundamentals 
of travel know-how concerning: (1) Reservations, 
(2) Accommodations, (3) Credit and Charge Plans, 
(4) Baggage, (5) Extra Services. 

Sometimes It’s Who-You-Know. What-you-know 
should be supplemented by who-you-know. Phone the 
sales representatives of railroads and airlines covering 
vour territory. Each one will call on you, or you may 
visit him. Not only will you gain information, but he'll 
be ready to help when you're frantically busy typing 
what your boss needs in his brief case before he leaves. 

If you decide to use a travel agency, choose one 
now and make your contact. The more contacts you 
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Train photos, courtesy Union Pacific Railroad 


Cutaway view of a roomette prepared for sleeping. 
This has complete accommodations for one person. 


have, the more expert assistance you'll have when 
you begin to make travel plans for your employer. 


Train Travel Tips 

In a large city your railway friend will be the pas- 
senger traffic representative. In a smaller city, he'll be 
the ticket agent. If you talk with him before making 
reservations, hell give you information you'd never 
have thought to ask for. He’s an expert and knows the 
problems youre likely to experience. 

Here’s a list of train accommodations in increasing 
order of size and cost. 

1. Coach. On some trains, seats are reserved, as they 
are in Pullmans. 

2. Chair in Parlor Car. Reservation necessary; also 
for the following. 

3. Upper Berth; Lower Berth. Upper berth is least 
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expensive in sleeping accommodations. Lower berth 
is a few dollars more. You can purchase both as a 
Pullman Section for one person so that there will be 
more sleeping comfort at night and both facing seats 
will be available during the day. 

4. Roomette. Small room with folding bed for one. 
Concealed bathroom facilities, which all the following 
also have. 

5. Bedroom. Single or double bedroom, or bedroom 
suite (two double bedrooms with partition opened 

6. Compartment. Has two beds and is larger than a 
double bedroom. 

7. Drawing Room. Accommodates three. Convenient 
for business conferences. 

Not all trains have all types of accommodations, so 
check your timetable under “equipment.” Sometimes 
it is economical to suggest larger accommodations to 
enable your boss to work by himself or in conference 
during the trip. If he is traveling coast to coast, re- 
serve space in a car that goes straight through without 
a change. 

Credit, Charge, and Refunds. Investigate credit and 
charge plans covering tickets and meals, with monthly 
billings sent to the office. Railroad lines that do not 
have such plans will accept a check from your boss 
when he presents adequate identification. 

Last December a new ruling concerning Pullman 
reservations went into effect. No refund may now be 
made for Pullman reservations not cancelled twenty- 
four hours before departure. Make sure, tactfully, 
that your boss knows this ruling. He might change 
plans while away where you won't be around to take 


care of his interests. Always get the name or code 


number of the person notified of the cancellation. 
Baggage up to 150 pounds, valued to $100, may be 
checked. Additional insurance may be obtained, but 
no claim may be made for loss of negotiable papers. 
Special Attendants, such as stenographers, barbers, 
and valets, are sometimes available (check your time- 
table ). A few trains have telephones. 


Take-Off for a Happy Airplane Trip 


When you meet your airlines friend, the sales repre- 
sentative, you may be surprised. Hell not only tell you 
about his company, but hell supply information con- 
cerning other lines in territories where his company 
does not operate. 

Accommodations. Specific seats are not reserved ex- 
cept for special overseas or nonstop cross-crountry 
fights. Otherwise, it’s first come. first served. There 
are sleeper accommodations only on overseas planes 
and one line going coast to coast. 

When you phone the airline. ask how long they will 
hold the ticket before it must be purchased. This varies 
with demand according to the season and travel traffic. 
Don't forget that sometimes the reservations office and 
the ticket office are in different places. Whoever picks 
up the ticket will need: 

1. Name of airline, if tickets are to be bought at an 
air terminal 

2. Name of traveler 

3. Destination and flight number 

4. Cash; or Air Travel Card and signed Transporta- 
tion Request. 

Credit, Charge, and Refunds. Your airlines represen- 





n 4 
A bedroom has sleeping accom- 
modations for two persons. The 
sofa becomes one bed: another 
bed opens down from the ceiling. 
5 Picture (left) shows a bedroom 
: suite—two connecting bedrooms. 
> 
¥: This is excellent when four people 
is are traveling together. 
or 
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| A drawing room accommodates 
0 three. A drawing room is often 
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4 desirable when a family is travel- 
ing together or when businessmen 
st wish to hold a conference en route. 
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tative will explain ATP, the Air Travel Plan, which 
lets your boss travel on a charge account. On deposit 
of $425, an airline will issue an Air Travel Card that 
will be honored by any airline. Tickets may then be 
charged, without limit in amount, and paid for once a 
month. This $425 deposit must be kept intact, how- 
ever. 

Two types of cards are available—a red one, for 
travel in North America, Central America, the Ba- 
hamas, West Indies, Bermuda, and the Hawaiian Is- 
lands; a green one, for international travel anywhere. 

There are three classes of cards—for one individual 
only; for an individual or other employee of same firm; 
or for bearer. If your boss has an individual card, a 
Transportation Request must be signed by him and 
presented with the card. Keep a supply of these on 
hand. 

The ATP has many advantages. It saves time when 
buying tickets. It simplifies travel bookkeeping. It es- 
tablishes identification, anywhere. Less cash is neces- 
sary when traveling. Many hotels and auto rental serv- 
ices also honor it for credit. 

“Reconfirm” is a word you will hear. It refers to a 
ruling that the airline must be advised of intention to 
use a continuing reservation after a stopover longer 
than twelve hours. At present the reservation won't 
be held if not reconfirmed at least six hours before 
Hight time. After June 16, however, it will not be nec- 
essary to reconfirm. 

Full refund is made for unused first-class tickets 
whether canceled or not. Coach fare is refunded it 
canceled at least three hours before the take-off; other- 
wise a twenty-per-cent penalty is charged. Try to no- 
tify the airlines as soon as possible whenever plans are 
changed. They ll appreciate your courtesy. “No Shows” 
( passengers failing to cancel) are expensive for them. 

Baggage is free up to the following limits: 

Domestic travel, 40 pounds 





The skyroom on the American Airlines DC-7 is a 
passenger compartment with eight facing seats. 
ahead of the engines and directly behind the flight 
deck. Ideal for groups of four or more. On the DC-7 
Nonstop Mercury between Los Angeles and New 
York, all seats are reserved and passengers can ex- 
press seat preference when making reservations. 





Aircoach outside U. S. and Canada, 44 pounds 

First-class outside U. S. and Canada, 66 pounds 

Transportation to Airport. There’s an extra charge 
for the airlines limousine, but it guarantees that pas- 
sengers using it won't miss the plane. If more than one 
person is going, a taxi often costs less and saves time. 
In either case, make sure you know how long it takes 
to reach the airport, allowing for traffic and for time to 
have baggage weighed and checked-in at the airport. 


Don’t Snub Automotive Planning! 


If your boss travels far afield, you may find him 
making dots on the map where the nearest airport is 
too distant to be convenient or where train schedules 
just won't fit his. If so, write the Chamber of Com- 
merce or the Postmaster for a local bus schedule. 

If a car at your boss’s disposal would add to the 
success or convenience of his trip, check car rental 
services. Among those with offices nationwide are 
Hertz, Avis, and National. You can have an auto wait- 
ing at the airport when your boss arrives or at his 
hotel if he has traveled by train. Reserve it through 
the rental company, the airline or railroad ticket office, 
or your travel agent. 


Ship Travel 

“Getting There Is Half The Fun.” So says one large 
steamship company. When you have the chance to 
make this kind of reservation, you may deal directly 
with the steamship line or a travel agent. During peak 
travel seasons, transocean reservations must usually 
be made months in advance. If your boss is going out 
of the country, he will need information on baggage, 
customs, and foreign currency. He'll need a vaccina- 
tion certificate (valid three years ), immunization shots 
in some cases, a passport to leave this Country and re- 
turn, visas to visit specific countries, and hotel reserva- 
tions abroad. 


Hints and Helps—for any method of travel 


Changes—with or without notice. In checking your 
timetable, watch for seasonal changes in schedules. 
Note time belts and differences between Standard 
and Daylight Saving Time. 

Lingo. Youll get faster service when you use pro- 
fessional language. When you phone a ticket office and 
say to the first answering voice, “I'd like a train to 
Chicage next Tuesday somewhere around six,” youre 
an amateur. Ask first for, “Reservations, please.” Then 
try, “I'd like a roomette to Chicago on No. 25 on June 
7.” You'll sound as though you know what you want 
and expect efficient service. You've consulted your 
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timetable, chosen your train, and know what accom- 
modations it has. If necessary, accept a second-choice 
reservation (be sure to decide on a second choice be- 
fore you phone). Then ask, “Will you please wait-list 
me?” They will, which means you may get your first- 
choice reservation if a cancellation occurs. 

Food. Better make sure that you give your boss a 
chance to eat. One enthusiastic secretary routed her 
boss nicely, but somehow managed to get him onto a 
train just after the diner was taken off, or in for a land- 
ing just before his plane served a meal aloft and no 
time to spare between airport and appointment. His 
unhappy comment: “She starved me—with complete 
efficiency.” 

Pickup and Delivery. Western Union will pick up 
tickets, deliver them, and collect the fare. 

Meetings and Conventions. Most railroads and air- 
lines will help plan a convention, or even a small meet- 
ing, by suggesting hotels, meeting rooms, and conven- 
tion halls, and by obtaining reservations. Usually this 
service is available only for groups of ten or more 
persons. 

If your boss likes to take his wife along, investigate 
Family Fare plans, which permit them to travel togeth- 
er on certain days (generally early in the week) for 
reduced fares. 

Travel agencies make reservations without charge 
for airlines, steamships, or hotels. They charge a nom- 
inal fee for railroad reservations. 

Educate Your Boss. You might type, in tactful re- 
view for him, the following information— 

Cancellations permitting refunds: 

Pullman, 24 hours’ advance notice 
Air coach, 3 hours’ advance notice 

Stopovers, mid-trip by air: 

Until June 16, reconfirm next flight. May arrange 
before landing for hostess to do this. 

Educate Yourself with these references: 

Complete timetables, local timetables, and con- 
densed schedules ( free ). 

“The Official Guide of the Railways.” (All U. S. 
timetables; $3.50 a month, $28 a year. National Rail- 
way Publications Co., 424 West 33 St., New York. ) 

“Official Airline Guide.” (World-wide schedules; 
$1.50 monthly, $13 a year. 139 North Clark St., Chi- 
cago. ) 

“Hotel Red Book.” (Geographical list giving size. 
price range, and address; $5.00. American Hotel As- 
sociation, 221 West 57 St., New York. ) 

“Hotel Directory for Air Travel Cardholders.” ( Ho- 
tels extending credit to ATP cardholders. Free from 
airline. ) 

Directory issued by car rental service (free) listing 
branch offices. 

“Customs Hints.” ( Free for the asking. Write Bureau 





Superb meals are served to passengers on all first- 
class flights (but not on domestic coach flights) 
Here a TWA hostess serves a soup-to-nuts dinner. 


of Customs, U. S. Treasury Department, Washington, 
mo, C.) 

“Stubs.” (246 West 44 Street, New York, $1.10.) If 
your boss’s expense accounts indicate business enter- 
taining, suggest Stubs. This gives the seating diagrams 
and addresses of all theatres, music halls, and stadia 
in New York and, in addition, includes partial coverage 
of other large cities. 


Add the Frosting to the Cake 


All set? Is your boss’s baggage tagged; his name and 
address inside his brief case? Besides the papers you've 
typed all week, has he his tickets, hotel confirmations, 
check book, ATP card, driver’s license, and the other 
items a secretary remembers her boss shouldn't forget? 
And do you have a carbon copy of his itinerary so that 
you can reach him if necessary? 

He’s off—and your thoughts quite naturally for a 
moment play with other plans. You have so many trans- 
portation friends that, when you phone for the most 
interesting reservations of all, your own, they'll add 
exciting suggestions. Travel agencies, airlines, and rail- 
roads have vacation packages that often include re- 
duced rates. 

If you dream of earning a real luxury trip for your- 
self—if you’re determined to forge ahead in your job— 
here’s an executive's comment on his efficient secre- 
tary that could well refer to you: “What would you 
think of a secretary who would hand you, when you 
were leaving for a trip, a schedule of transportation 
and hotel reservations—and also alternate schedules 
for missed trains and canceled flights?” 

“I'd be overwhelmed,” his friend replied. “Wouldn't 
that be too much to ask?” 

Do you hear a challenge in those words? If you do, 
and if you can find an extra twenty minutes, you're 
not only going ahead—you're on your way to a door 
marked, “Miss Executive Secretary.” 
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\ charming vacationer, a gay office cooler .., 


this demure ruffled dress by Esther Reifer. 
Made of crease-resistant Swiss lawn with 

a woven chain stitch, it promises to keep its 
good looks through wilting heat or hurried 
packing. In lilac. blue. mint. or gray 
stripes on white, with harmonizing leather 


belt. Sizes 8 to 18. $17.98. At Bonwit 


Teller’s, New York; John Gerber Co., 


\lemphis; Charles A. Stevens’, Chicago; 


Neusteters. Denver; and Meier & Frank Co., 


Portland, Oregon. 
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or 
| Your 
Vacation 


Suitcase 


Versatile fashions with 


a special talent for vacation fun 











Rhoda Lee’s coin printed separates 
do multiplication tricks for vacation 
wardrobes. Sleeveless blouse is teamed 
with matching pleated skirt. Cohama’s 
pongee in beige with orange, aqua, 

pink, or purple coins. Sizes 10 to 16. 
$5.98 complete. At Oppenheim Collins, 

New York; Stewart's. Baltimore; L. S. Ayers, 
Indianapolis; The Fair, Chicago; 
Broadway Department Store, Los Angeles. 





\ wonderful traveler is this McKettrick 
casual of no-iron rayon Ribbonette. Just wash 
by hand and let it drip dry! In navy, 

powder blue, beige. Sizes 10 to 20. $17.98. 

At Gimbel’s, New York; Charles A. Stevens, 
Chicago; Stix. Baer & Fuller, St. Louis; 

and the May Company, Los Angeles. 









































Gay topping for summer sports is White 
Stag s cowl-collared shirt in dramatic 
sundot print. Made of lightweight 
poplin in either aqua. green, and navy 
on white or melon, red. and black on white. 
Sizes 10 to 16. $5.98. At Lord & Taylor's, 
New York: Coleman’s. Boston; Charles A. 
Stevens. Chicago: Kline's. Detroit. 


Wear it day after day. scrunch it in a 
suitease—-Veaumont’s hand-crocheted 


‘ hat will still keep its smart good looks. 
z Made of white acetate straw with 

B contrasting ribbon—wide variety of 
fe shades, and especially pretty in pink or 
es) red! $5.98. At Franklin Simon, 

ay New York: Mandel Brothers. Chicago: 
F} he ind J. W. Thomas. Minneapolis. 
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Swimmer slimmer... Sea Nymphs gay 

ballerina swimsuit designed to cut a fine figure. 

It is inner boned. has Pellon lined bra, 

shirred front. elasticized back. In gray, 

ish blue. or pink with plaid trim. Halter strap 

; included for swim security. Sizes 32 

to 38. About $9. At Arnold Constable, New 

s, York; Hecht’s. Washington; Boston Store, 


Milwaukee; Emporium, San Francisco. 














Beat-the-Heat Costume When the sun’s as 
hot as klieg lights. you'll find shorts and a sleeveless 
shirt are your most comfortable driving costume. 
Have handy a wrap-around or dirnd] skirt and per- 
haps a stole or bolero. to be whisked on when pro- 
Avoid tight-fitting clothes of all 
kinds—they tend to make you warmer. Absorbent- 


priety demands. 


type fabrics, such as cotton and seersucker. are best. 
Open-type shoes with fairly thick soles and low heels 
are kindest to your feet during hot-weather driving. 
If desired. wear cotton socks—they help absorb 
moistuie. Shown here is a car cushion that means 
cool seating. Made of spring construction with horse- 
hair or straw, it allows air to circulate under and 
behind the driver. 

«< 





DLANNING 


an auto trip this summer? Whether. it’s 
















7 
Cool Head... 


can be 


Your hair 
neatly air-condi- 


tioned by veiling. which 
keeps wisps out of your 
eves and off the back of 
your neck-—if you re wear- 
ing vour hair longer. A veil 
is cooler than a hat or searf, 


otten twice as pretty. 


Hot Weather travet ties 


a days 


jaunt or a cross-country trip, you can be cool as a cucumber 


and chic as a fashion-magazine illustration if vou follow the torrid- 
temperature tips offered by travel expert Carol Lane. 


You can not only beat the heat on the highwavs, she says—you 











can actually arrive at your destination just as fresh and party-crisp 
as When you started. And Miss Lane, who is Woman's Travel Di- 
rector for Shell Oil Company, ought to know. Her job is to help 
make travel more comfortable and enjoyable for women and their 
families. What’s more, in her research, she covers more than 60,000 
miles a year—much of it during the hottest July and August months 
—field-testing her unique travel ideas. 

Keep cool while driving under a blazing sun? Sure, why not? 
And you can do it without investing in car air conditioning. 


< 

Early Start . . . Get under way before the sun is at its 
wilting worst, Miss Lane advises. In many parts of the coun- 
try, mornings are cool enough to require an extra jacket. 
Miss Lane generally plans for a hot-weather trip to include 
a rest period during the midday heat. She then resumes driv- 
ing in the late afternoon. 
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Ieed Air ... A practical air-conditioning system can be 
made for any closed car by setting a good-sized piece of ice 
in a pan or bucket on the floor below the dashboard, directly 
under the air vent. Then close the windows and open the air 
vents in the hood, Incoming air passing over the ice will cool 
the inside of the car. For added coolness, wet hankies in the 
melted ice water and tie them around your wrists or drape a 
wet hankie over the top of your head. 


< 


Non-Feverish Foods ... In hot weather, eat lightly to keep 
cool. Fruits. plenty of liquids, and a minimum of sugars 
and starches should be part of your menu planning. When 
you're on an auto trip, plan an easy-on-the-budget picnic 
lunch with food and fruit from a roadside stand. 


‘s 





Cosmetic Cooler .. . Prepare a cosmetic kit of beauty aids that 
will perk you up. Then pause in the afternoon to give yourself a quick 
beauty treatment. Bathe your eyes with boric acid solution to relieve 
eyestrain and to keep your eyes bright and clear. The hot-weather 
cosmetic kit should include astringent pads for quickie cleanups, 
deodorant, sunburn lotion, talcum for the feet. and a light floral-stick 
cologne to cool the temples, neck, and arms. A thermos of cool water 
provides the best all-purpose cosmetic—-and, if you can get away 
with it, forget about face powder while driving. You'll be most com- 
fortable if you wear as light a make-up as possible. 
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Stiff Sitter? ... Bad driving posture can cause 
that “saddle sore.” stiff-back feeling. You won't 
end up “dragged out” by the time you reach your 
destination if you frequently readjust the driver's 
seat, thus heightening your driving comfort and 
improving your vision. For posture perfection 

and an unobstructed view of the road—brace 
your back comfortably against the seat. If you 
can't lean back comfortably, use a firm pillow. 


A.O.A. ... Or “alive on arrival.” This chic 
traveler has switched to her still crisp skirt and 
bolero, put on high heels. and prettied up a bit. 
She looks as cool as her hostess, who stayed in 
an air-conditioned house all day. 
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Superb 1-carat solitaire, 
set with 2 round Zircons. 


Exquisite 144- 
carat solitaire. 


Genuine ZIRCON SOLITAIRES 
Mother Dress up your fingers in 
will Zircons and exhibit the 

» fiery and matchless 

adore it! diamond-like elegance... 
Either ring in 14K a magnificent gift. An 
white or yellow amazing buy for yourself. 
gold mounting. Mail orders promptly filled. 
Give ring sixe only 12.50 each 

Postage and Tax included. 


545 Fifth Avenue 
New York 17, N. Y. 








NOW! ours alone in glamorous COLORS 


LADIES’ ELECTRIC RAZOR, *3.95 


Smarter than ever! Our famous ladies’ electric razor 
now in 3 beautiful pastels: petal pink, powder blue 
or cameo ivory. Legs and underarms stay silky-smooth 
tonger. Quick, easy, powerful AC. Afttractively boxed; 
leatherette travel case. $3.95 ppd., guaranteed. Write 
color choice: pink, blue or ivory. Check or M.O. Only 
from Mrs. Fields Shopping Service, Dept. YS 5, 
237 Huguenot St., New Rochelle, N. Y. 


HANDY 
RAIN 
BONNET 


Slightly larger than a cigarette 
lighter . . . fits any pocket or 
purse. No more fallen curls due 
to rain. Order now. 

Only $1.00 postage paid. 


L & K MAIL ORDER CO. 


Easton, Missouri 











you have read our instruction book carefully and 
learned to vse the MAHLER METHOD safely and 
ficiently. Used sfully over fifty years. 





BE. 
Y FOR BOOKLET @® FOR YOU: 


MAHLERS, INC, Dept. 85-F PROVIDENCE 15, R. I. 








An Album for Your 
Achievement Certificates 


Just as a picture album enhances and preserves your 
favorite photographs, so the Gregg Achievement Record 
Album protects and displays your valued certificates 
of achievement, You can mount your certificates for 
shorthand, typewriting, and bookkeeping. 

Order yours today from the GREGG AWARDS 
DEPARTMENT, 330 West 42 Street, New York 36, 
N. Y. One costs 25 cents; a dozen only $2.50. 
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Terrific Terry Robe does double 
duty in vacation wardrobes as a smart 
cover-up for beach or boudoir. Made 
in stark white Sanforized Cannon terry 
cloth, it’s completely washable. The 
deep dolman sleeves are trimmed with 
tubfast ribbing in bright red and navy. 
Colors are repeated in the pocket mon- 
ogram. Wrap-around style is luxurious- 
ly roomy. Robe has big carry-all pock- 
ets for make-up or beach accessories. 
Small, medium, large sizes. Only $8.98. 
Monogram is $1 extra. Write the Hope 
Chest, Inc., Dept. TS-5, 118 Chauncy 
Street, Boston 11, Massachusetts. Free 
catalog available, shows lingerie treas- 
ures for yourself and for gifts. 


“Neck-Specs,” a summer fashion 
note from France, are glamorous sun- 
glasses that fold up into an attractive 
necklace. Attention-getters whenever 
(and wherever) you wear them, “Neck- 
Specs” won't fall off or get lost. Avail- 
able in nine colors, to complement any 
costume: rose, taupe, champagne, crys- 
tal, pale blue, ebony, white, amethyst, 
and tortoise shell. Sent postpaid for 
only $2.98 a pair by Geneva House, 
Dept. TS-5, 670 N. Michigan Ave., 
Chicago 11, Illinois. 


Do-It-Yourself enthusiasts will find 
an outlet for their talents in the “Jolly 
Dolly” planter, which adds a gay touch 
of springtime to any room in the house 
all year ‘round. Easy-to-assemble kit 
contains everything needed for putting 
together this colortul little planter, in- 
cluding artificial flowers and instruc- 
tions. Oilcloth bonnet and playsuit are 
washable, and flowerpot pockets may 
be planted with real Howers. Size, 6% 
inches. Choice of red, blue, green, or 
white. Kit only $1.50, three for $4.35, 
postpaid. From E-Z-Mak-It Co., Dept. 
TS-5, Rochelle, Illinois. 


Portable Porter takes the Jug out of 
luggage! A “must” for a vacationing 
miss. Wheels strap on like a skate, and 
let you “roll your own” suitcase. Elim- 
inates porter tips, and saves your back. 
Reduces chances of losing luggage. 
Self-adjusting strap has nonslip han- 
dle. Luggage will open while durable 
rubber wheels are attached. A wonder- 
ful bon-voyage gift. Web strap in Lon- 
don tan, maroon, or Air Force blue. 
Portable Porter with 102-inch strap, 
$4.95, postpaid; 120-inch strap, $5.45, 
postpaid. Gaylord Wood, Dept. TS- 
248, Fort Lauderdale, Florida. 
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Salt ’n’ Pepper Shakers masquerade 
as your favorite knickknacks—the Bum 
Steer and the Holy Cow. Now useful 
as well as ornamental, this adorable 
pair takes on new charm. Delightful 
gifts for June brides and kind hostesses. 
Of imported china in popular soft pink, 
with golden halos, horns, and hooves, 
and dainty pastel flowers. Shaker open- 
ings are under the chins. Just $2.95, 
postpaid, from Aimée Lee, Dept. TS-5, 
545 Fifth Avenue, New York. 


Bookmarks in shining sterling silver 
to personalize the book you give for 
Mother’s Day. They are also wonder- 
ful “little” gifts, just made to tuck into 
thank-you notes. You'll want to have 
several on hand. Three styles avail- 
able: cross, tulip, dog. Specify style, 
or styles, wanted. Each $1.10, post- 
paid, tax included. From Legacy Ster- 
ling Club, Dept. TS-5, 999 South Wa- 
ter Street, New Bedford, Mass. 


Bed Caddy, fashioned from finest 
satin, to keep bedside necessities at 
your finger tips. Five roomy pockets 
that will hold glasses, pen, a book, 
writing paper, etc. Unbreakable ma- 
sonite insert in upper section tucks in 
between mattress and springs—stays 
put! A wonderful gift for mothers who 
read in bed, or for anyone bedridden. 
Also a welcome gift for the mother-to- 
be. She can use it at rest time before 
baby comes and during her hospital 
stay. Later—when baby goes visiting— 
the Bed Caddy converts into a handy 
carrier for baby’s infinite sundries: 
baby oil, powder, a bottle, bib, wash- 
cloth, and diapers—in the upper deep 
pocket! In emerald with gold; black 
with cerise; or aqua. Just $2.95, post- 
paid from Ann & Van, Dept. TS-5, Box 
243, New Rochelle, New York. 


Life-Sized Aluminum Flamingos for 
outdoor decoration lend an authentic 
touch of tropical flavor to lawn or 
patio. Hand-tinted to duplicate na- 
ture’s matchless pink coloring, the 
flamingos are also made in miniature to 
decorate flower pot, mantel, or buffet. 
Life-sized flamingos, 32 inches high, 
$6.95 each or $12 tor the matched pair. 
Miniature flamingos, just $1 for the 
matched pair. All prices postpaid, 
from Frenchy’s, 6405 Biscayne Blvd., 
Dept. TS-5, Miami, Florida. 


Fill-A-Frank, a new kitchen utensil 
that removes the center of any ordinary 
hot dog and fills it with just the right 
amount of your favorite cheese. Gives 
added zest and wonderful flavor to the 
ordinary weiner. A new and different 
way to make delicious hors d'oeuvres, 
a real find for weiner roasts. Nice for 
little summer suppers, too. The Fill-A- 
Frank is sturdily constructed of gleam- 
ing, highly polished aluminum. Meas- 
ures 8% inches high and Us inches in 
diameter. Comes with easy-to-follow 
instructions. $2.98, postpaid. Empire 
Enterprises, Dept. TS-5, 1513 Char- 
lotte St., New York 60, N. Y. 
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SEND FOR FREE CATALOG 


showing rare lingerie and linen 
treasures ... and complete __ sss 
Bridal Trousseaux — 


the shorter 
the sweeter! 


GIFT | { Off to dream-land in a 
with each whirl of two-tone, two- 
complete layer nylon tricot with 


FREE 


trousseau . ; 
purchase matching panty. White 


ON OUR over twilight rose or 
CLUB blue over mauve. Small, 
PLAN . medium or large sizes. 


Me Fs 5 98 


Dept. T 
115 Chauncy Street, Boston 11, Mass. 








EAT RIGHT and BE HEALTHY 


Life is the most precious thing you 
have. Protect it from unnecessary Suf- 
fering, Illness and Dis-ease. Be sure. 
Read ‘‘HOW TO EAT and BE 
HEALTHY”. Written to help you par- 
take in Ordinary, Economical Foods 
That Build Health. Send for your copy 
today. $1.00 postpaid. 


ELLAN-AYE PUBLICATIONS 
5355 Walsh St. T, St. Louis 9, Mo. 








Here's What You DON’T Learn in School! 


Yes, here it ts, girls: 1955's 101 Othce Short 


Cuts the most rollicking, comprehensive read 
ng ever compiled for the modern secretary 
Cleverly ul Huste ated by secretary-author Magi Max 
well, the book is studded with wondrous ideas 

ined from a long career in New York adver 


tising, general office, and newspaper fields. $1 
Real New Books, Dept. TS, 29 Perry St., N.Y. 14, N.Y 




















vo a. JOB SECURITY — re an ICS diploma! 


ly your own exact needs in your spare time at your 
own pace. No interference with work or social life 


is the oldest and largest correspondence school 
* courses. Business, industrial, academe 


ul chool. One for you. Direct, job related 


Bedrock fects and " theers plus practical applicatior kas 
pay plan. Complete lesson and answer service. No scrimping 
Write for tl ree free books liow to Succeed gold mine 
plus Sample Lesson and Career Catalog. Send coupon teday 


INTERNATIONAL CORRESPONDENCE SCHOOLS 
Box 81206D, Scranton 9, Pa. 


Please send free success book, sample lesson and catalog 
hecked: 
\dver sing Professional Se« Sten 
Accounting Office secretarial 
Business Corre le omont Com rela 
B me Admin rb rh Scho Commerci Art 
Short Story 1 bkng i sh 
“ tir 
o 
Na 
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Top right: A south-of-the-border poncho shirt with 
big: square patch pockets and cuffed sleeves is smart 
topping for summer playclothes. Top stitching ac- 
cents details. Simplicity 4767. Sizes 11 to 18. 35 
cents. With it. try these lean tapering slacks. es- 
pecially smart in stripes. Simplicity 4464, sizes 
1] to 18: 35 cents. 


ee 
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fbove: Provide a touch of elegance to your sepa- 
s with this ruffed bib-front shirt. Simplicity 
1883. Sizes 12 to 20: 35 cents. Perfect playmate 
these trim bey shorts. Simplicity 4681. Sizes 11 to 
18: 


rate 





35 cents. 











Right: Gingham yoked Riviera shirt. teamed with 
shorts in the popular “walking” length. Both 
Simplicity 4746. Sizes 11 to 18; 35 cents. 





























_ Fashions in Luggage 





MARTLY STYLED, attractive luggage not only 
sJ) helps you to act the part but also to look the part 
of one equipped with travel “know-how.” And it’s the 
wise vacationer who selects luggage with an eye to its 
travel purposes as well as its appearance. 

For airplane trips particularly, baggage should be 
strong but light. Aluminum pieces that are durable, 
that require little care, and that are practical in all 
climates, are especially suited to air travel. Some 
of the newer composition fabrics, such as fiberglas 
and combinations of synthetics, also provide light- 
weight, sturdy pieces. Further, coverings of this type 
exhibit an unusually good resistance to scuffing and 
are not subject to mildew. 

Youll find that leather coverings, if properly cared 
for, give long and satisfactory wear. Combination cov- 
erings, such as leather-fabric, fabric-plastic, and com- 
position-metal, are often used to provide strength at 
points of wear or for fashion emphasis in contrasting 
colors and textures. When purchasing new pieces, be 
sure to save the manufacturer's directions for the care 
and preservation of the luggage. Frequently, new 
types of plastics require special methods. Most leath- 
er goods retailers will be happy to extend sound ad- 
vice. 

If you're traveling by train, Pullman baggage should 
be a convenient size for slipping under the seat. On 
longer trips, the large Pullman case with a removable 
tray makes it possible to get at daily essentials without 
disturbing other clothing. The end-opening wardrobe 
(often called the “Fortniter”) carries a large assort- 
ment of garments on hangers and provides extra room 
for clothes and shoes in the body of the case. Essential 
for Pullman traveling and overnight stops at hotels is 
the train case, which usually has a tray for cosmetics 
as well as space for sleeping apparel. 

The wearabilitv and price of luggage is not always 
determined by the type of covering. Inner construc- 
tion, the quality of the material, lining, handles, and 
workmanship contribute to the cost of any piece. But, 
whether you're planning a short trip to a nearby sum- 
mer resort or a grand-scale coast-to-coast tour, you'll 
find that there is an almost unlimited choice of dur- 
able, fashionable luggage to suit every price range. 













~NEW 
SARASOTA 
TERRACE 


7 wonderful days Stiis 
§ romantic nights Ct 


only $2.4 Hotel 
caonteee, ten rae Sarasota, 
December 31, 1955, Florida 


Your Elorida Dream Vacation! 


.....at a special never-before-offered rate LOW 

that makes this a “must”. Includes—at no 

extra cost—air-conditioned accommodations, PACKAGE 

bathing at Lido Beach, golfing on Bobby RATES 

Jones’ 27-hole course, use of Jade Swim- 

ming Pool, shuffleboard courts, ‘sightseeing Double occupancy, 

tours, planned entertainment and “get- ‘cluding minimum 
, ” “ , air tare from cities 

acquainted” party. Be our guest at “Horn’s listed : 

Cars of Yesterday”, an unforgettable sight- 


seeing cruise on the Gulf of Mexico thru Atlenta $ 72.02 
jewel-like Florida Keys, the exciting grey- 4,.,,, 135.42 
hound races in spring and summer. . . al ; 

FREE! Chicago 122.02 
FOR RESERVATIONS .. . see, write or New Orleans 82.02 


phone your local TRAVEL AGENT, any jew York 114.42 
office of 


Philadelphi 115.32 
NATIONAL or CAPITAL AIRLINES or —_— 
HAPPINESS TOURS, INC.—6 E. Monroe St., “ashington, 
Chicago, Ill.—2 W. 46th St., New York, N. Y. D.C. 99.02 


NEW SARASOTA TERRACE Hotel 


P.O. BOX 1720, SARASOTA, FLA TEL. RINGIING 2-531] 

















Here's how to use 
WALLET SIZE APPLICATION PHOTOS 


You can win lasting friends and find advanced business 
opportunities by using these popular wallet copies of your 
favorite portrait or photo. Wonderful as gifts between relatives, 
as gifts to high school and college brothers and sisters (from 
their portraits) and as pictures for use on employment resumes 
and when answering help wanted ads — You receive FREE, 
three full pages — a one-page sample resume and two pages 
of instructions to help you prepare your resume to get the 
better position you deserve — Your original portrait or photo 
returned unharmed with 20 top quality 24% x 3% silk finish, 
double weight photos and FREE sample resume for $1. 


20 FOR $1 — You'll love your pictures or money returned. —50 FOR $2 








— «= aun ame aus aus aus ame axis ame Ges au ame aa ame GD Ga a> ED Ge ae aus ae ; 
APPLICATION PHOTOS, Dept. 21 20 | 
| Box 271, Salem, Mass. 
| We enclose portrait or photo and $ for For | 
| wallet photos and free sample resume and instruction sheets. $1 | 

NAME _ aS a a se | 
| FROM 
ADDRESS __ _ ee | 
| Pose 
' as > 2S we i 
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THE SECRETARY WHO 
WON AN ACADEMY AWARD 













BY DUANE VALENTRY 





Se ee 


Versatility—one mark of a good secretary—is carried to a new high by Virginia Wave. She is 
secretary, correspondent, researcher, story editor, and leading lady at Cathedral Films, Ine. 
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Here, Virginia is shown in one of her 
more unusual roles. She plays Mad Rer- 
nice in The Life of St. Paul series. 
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Virginia has an opportunity to play an exceptionally wide variety 
of parts as leading lady for Cathedral Films. And she looks quite 
authentic as a Chinese nurse in the film, Thy Will Be Done. 


or 
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Ancient Bible history comes to life in Virginia 
Wave's portrayal of the story of Esther. 
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CUM LAUDE 


BY FLORENCE ELAINE ULRICH 


Director, Gregg Awards Department 


JN FANCY we see 50.000 stu- 
| dents this month coming down 
the home stretch for the Certificate 
of Vocational Competency, accept- 
ing the applause of their class- 
home folks! 


sight it is to see 


mates, teachers. and 


What a 


earnest 


these 


young people capturing 


such honors along the Way as— 


Order of Gregg Artists membership 

Award 

60-word Shorthand Speed Certifi- 
cate and/or Pin on 3- and 5- 


( omplete Theory 


minute tests 

$0-word Shorthand Speed Certifi- 
cate and/or Pin 

120-word Shorthand Speed Certifi- 
cate and, or Pin 


Some of the students will also 
earn the 140- and 160-word Short- 
hand Speed Awards—and the stu- 
dents who are studving for court re- 
porting will win the 175- and per- 
haps the 200-word Shorthand 
Speed Awards, too! Pins are avail- 
able only on the 5-minute short- 
hand speed tests, but there are 
certificates to be earned on the 
}-minute shorthand speed tests— 
and taking a 3-minute test at higher 
than your normal speed is exciting 
and encouraging! 

The pride you will have in dis- 
plaving these certificates in your 
blue simulated-leather 
album must be experienced to be 
appreciated. Career-minded _ stu- 
dents will use the album to present 
with other employment credentials 
When applying for a position. 

ln order to qualify for the Certifi- 
cate of Vocational Competency vou 


must. in addition. earn at least the 


attractive 





is 





SHORTHAND TESTS 
ee oe 


Order f Gregg Artists 
(omplete Theory 
Sixty- 4 ord Speed 
Exghty-1 ord Speed 
One-Hundred-Word Speed 


is hereby warded ti CERTIFI 





Certificate of Horational Competency 


_Ann Conway Sacdiisiaal 
~ 


having successfully passed all the tests prescribed by THE GREG 


faculty of _~ > illmore High Acheoof 


ATE OF VOCATIONAL COMPETENCY 


AWARDS DEPARTMENT 


TYPEWRITING TESTS 
Order of Artistic Typists, Junior 
Order of Artistic Typists, Senor 
ompetent Typist, Thirty-Word Speed 


~ 


ompetent Typist, Forty-W ord Speed 
(Competent Typist, Fifty- Word Speed 


~ 


Mot 201s’ (. Lhraelh, J 








following awards in typewriting: 
Junior Membership in the Order of 
Artistic Typists 
Senior Membership in the Order of 
Artistic Typists 
30-word Progress Certificate 
$0-word Competent Typist Certifi- 
cate 
50-word Competent Typist Pin 
and/or Certificate 
Competent Typing speed certi- 
ficates and pins may be earned for 
typing 10-minute speed tests with 
not more than five errors. Attrac- 
tive certificates are awarded also 
for typing the 5-minute Typing 
Accomplishment Tests with not 
more than two errors. 


The Competent Typist 


TODAY’S SECRETARY’ 


Speed 


@ May. 1955 


Pins—issued only on the 10-minute 
typing tests—are awarded at 60, 70 
and 80 wam. Learn to type at 
higher speeds and increase your 
potential earning power should you 
decide to specialize as an expert! 

You will find elsewhere in this 
issue the May tests for membership 
in the Order of Gregg Artists and 
the Order of Artistic Typists, and 
the test to qualify you as a Compe- 
tent Typist. If you have not yet 
won these awards, take the tests 
now. You secretaries on the job, as 
well as students in school, are eli- 
gible for our various credentials 
that testify to your technical skill. 

Most secretaries will type the 
Competent Typist Test at 80, 90, or 
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100 wam. Attractive Competent 
Typist Certificates are issued at 
these higher speeds. Such goals are 
not hard to reach, with practice. 
Secretaries should have their typ- 
ing tests witnessed and the papers 
signed by the personnel director, 
teacher of in-service training, or 
transcription supervisor. Or the 
“boss” himself may be glad to act 
as examiner if you tell him about 
your practice program. 

Students still in school will also 
want to earn the new Transcription 
Speed Certificate and Pins on mail- 
able letters. The tests are published 


in Business Education World, and 
the test published in the April issue 
is still available for use in earning 
these awards. Business Education 
World is a magazine for business 
teacher is 
doubtless a subscriber. So ask her 
to give you the test this month. 

If you have added bookkeeping 
to your business course, earn the 


educators, and your 


fine series of certificates and pins 
available on the Bookkeeping Tests 
published in Business Teacher, Ask 
your teacher to give you these tests, 
too. | 

It is a glorious feeling to speed 


down the home stretch, picking off 
the honors still to be earned as vou 
come within range of your ultimate 
goal—the winning of the Certificate 
of Vocational Competency. This 
certificate, beautifully engrossed 
with your name, testifies to your 
all-around competency in_ short- 
hand and typing. 

The announcement of winners of 
the OGA Contest will be pub- 
lished next month. Thousands of 
beautiful specimens of shorthand 
have been received from Greggites 
all over the world—every word in 
them as readable as print. 





OGA 
JUNIOR 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 

light, smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line or 

in narrower columns: you may use 
either blank or ruled paper. Shorthand 
notebook paper is fine. 

Your writing may earn you a 

Junior OG A certificate or pin. 











OGA 
SENIOR 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material, 

you will get the 

Senior OG A certificate or pin, 
thereby becoming 

a full-fledged member of 

the Order of Gregg Artists 
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To: Employees’ Banquet Committee [Current date] 
From: R. G. Channin, Personnel Subject: The Banquet 
Program 

I sincerely congratulate your program committee on 
planning a most appealing schedule of events for our 


May 25 party. I think that the cleverness and variety of 
the program, not to mention your being able to offer 


steak dinners for $3.00, should appeal to a great many 
persons. 

I am happy to give permission for our printing de- 
partment to make 3,000 copies of the banquet announce- 
ment that you submitted, which I am returning with this 
note. I believe you would be wise to add the fact that the 
banquet and speeches will be held in the Cardinal Room 
and the entertainment in the Barroque Room. 

I suggest that you take the program to Mr. Forest, in 
the Printing Department office, and ask him to have 
copies completed in time for distribution in payroll en- 
velopes on May 20—that should give your committee 
plenty of time to round up the reservations. R. G. C./ Enc. 
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OAT 
SUNIOR 


Arrange this material as a 
three-paragraph memo, either on plain 
or memo paper, as you prefer. 

See that your copy is 

(1) neat (type clean and clear) 

and well placed, (2) without 
strikeovers or ty pographic al errors, 
(3) uniformly indented throughout, 
(4) double spaced between 
paragraphs even in single-spaced 
material, and (5) correctly 

spelled and pune tuated. 


( opy may he retyped as often 
as you wish. Then send us the 
best specimen you type 





TO GET YOUR AWARD 


Mail vour work to the Greg Awards 
Department (16th Fleer, 330 West 
12 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents 
for each OGA, OAT, or 50-word 
CT pin; 75 cents for each higher- 
speed CT award. * Be sure your name 
and address appear on your paper. 
© Any group of papers submitted 
should be accompanied by a_ typed 
list of names, designating the award 
desired by cach candidate. * May 
copy is good as membership tests for 
OAT, CT (page 54), and OCGA awards 
until June 20, 1955. 











OAT 
SENIOR 


Senior candidates must 

type the « omplete project 

the Junior Test memo as well as 
the announcement (alongside). 
Arrange this in whatever form you 
think will be most attractive, 

not necessal ily in the style of the 
handwritten copy shown here. 


Use of a bit of artyping, 
to give your announcement that 
out-of-the-ordinary look, is optional. 


You may practice the copy 
until your specimen 
represents your very best work. 





eras 


Can be Teasers 





BY E. LILLIAN HUTCHINSON 








WHICH DEFINITION? 


1. Agenda: (a) memorandums issued by an agent: 
(b) the duties and responsibilities of an agent: 
(c) items of business to be transacted at a meeting, 

2. Arrears: (a) that which is behind in payment or 
remains unpaid; (b) surfaces; (c) elaborate melodies 
sung by a single voice. 

3. Defaulter: (a) a person who constantly finds fault; 
(b) a person who is considered to blame for some 
mistake; (c) a person who misappropriates funds 
entrusted to him. 

1. Paper profits: (a) profits made in publishing a news- 
paper; (b) profits that exist only on paper; (c) profits 
distributed in the form of paper money. 

5. Directive: (a) the directions for using an article; 
(b) an official order from someone in authority; 
(c) the shortest route between two points. 








DIVISION POINTS 


Indicate which syllable is the preferred point 
of division in case these words come at the end 
of a line of typing. 


l. crit-i-cize 

2. pre-par-a-to-ry 
3 Sey -er-al 

4. a-bil-i-ty 

5. an-a-lyze 

6. time-w ast-ing 
7. val-u-a-ble 

8. a-bout 


9. by-prod-uct 


10. sep-a-rate 


DOUBLE LETTER OR NOT? 


In which of the following words should the 
italicized letter be doubled in order to spell 


c 


the word correctly: 


l. altogether 
2. buletin 

3. competitor 
4. conection 
5. imitate 

6. welfare 

i. posesion 
8. benefiting 
Y. aparent 


10. inteligent 





HOW MANY TRUE? 
Which of these statements are true? Give cor- 
rect statements for those that are false. 
1. All words ending in ly are adverbs. 
2. Nought, cipher, and zero all mean 0. 
3. The plural of Mrs. is Messrs. 
t. Kernel is an alternative spelling for colonel. 
5. A in the phrase kind of a is unnecessary. 
6. Anybody’s else is preterred to anybody else’s. 


7. In the sentence, “I consider $10 are too much for 
that hat,” the verb should be is. 


8. Some adjectives cannot be compared. 
9. “Between you and I” is now considered correct. 


10. The t in often should not be pronounced. 





THOSE GEOGRAPHIC NAMES 


Which of the following geographic names 
are misspelled? 


1. Sault Sainte Marie ( Ontario ) 
2. Gloucester (Massachusetts 

3. Des Moisnes ( lowa ) 

4. Haverhill ( Massachusetts ) 

5. Chatanooga ( Tennessee ) 

6. Independance ( Missouri ) 

7. Savanna ( Georgia ) 

8. Cheyenne (Wyoming ) 

Y. Phillipine Islands 

10. Harrisburg ( Pennsylvania ) 


(Key to teasers on page 60) 
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To compute 
speed, divide total by number of minutes; or, to 


speed, note the number indicated at the end of the last line you 
get net speed 





Throughout the ages, trees have been 
the theme of song and story, and right- 
ly so, for man is dependent on them for 
shade and shelter, fuel and food, oils 
and spices, gums and dyes, paper and 
rubber. Trees have a great influence on 
the fertility of the soil, are excellent 
soil makers and soil binders. They also 
modify the climate and promote rain- 
fall. 

Here in the temperate zone, summer 
is the time of rapid growth in the for- 
est. On nearly all trees, the leaves grow 
after the blossoms fall. Not all young 
leaves are green—some are pink or red 
or gray or yellow or even white. After 
being encased in their scaly, varnished 
cups all winter, it may take several days 
before the tender leaves become green. 

In the maple family, the leaves are 
much the same shape, though they 
have their distinctions. In the red 
maple, the first leaves are red; in the 
sugar maple, they are a mixture of 
green and yellow; in the silver maple, 
they are a shiny green and white. With 
a little practice, one can readily learn 
the difference between them. For in- 
stance, the leaves of the red maple have 
a wide spread and are cut into five 
sharp and distinct lobes. In the sugar 
maple, the leaves are parted, more 
rounded, of darker color, and smoother 
in texture. This tree produces an abun- 
dance of foliage and is well rounded 
and balanced in shape. The leaves of 
the silver maple are smaller, a shiny 
green on top but rough and white as 
cotton on the under side. 

The oak leaf is irregular and pear- 
shaped, tapering at the stem end. It is 
as glossy as if varnished and is strong 


V ords 
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240 
248 
256 
263 
271 
279 
286 
291 
298 
306 
314 


copied completely and add 1 for each additional 5 strokes 
subtract 10 for each error before dividing by number of minutes. 


ES T 


typed. To get £ross 





Words 


and tough, with woody veins looking 
like a network of cords. The black oak, 
the scarlet oak, the red oak, the bur oak, 
and the white oak have a different num- 
ber of lobes in their leaves but bear a 
marked family likeness. 

The leaves of the willow grow alter- 
nately along the slender stems and are 
long and thin. The laurel willow is a 
shiny dark green, the pussy willow 
of a brighter green. The white willow’s 
leaves are gray-green lined with silver, 
while the weeping willow has long, 
gray leaves that hang from very slen- 
der branches. 

The elm has oval leaves that are 
pointed at the tip and tapered at the 
base; they look sturdy and strong, have 
short stems, and are evenly veined. 
They are dark green in color, growing 
singly on either side of the twigs. The 
leaves of the beech are very much like 
those of the elm, but are thinner and 
softer. 

The paper birch has the daintiest, 
most enchanting foliage of all the for- 
est trees. Its leaves are oval, three or 
four inches long, and finely tooth- 
edged. The remarkable thing about 
them is that no two are exactly the 
same size or shape. These leaves are 
thin and fluttery, scattered in lacy pat- 
terns over the slender white-barked 
trees. They rustle with the slightest 
breeze and give the tree a shimmering, 
fairylike appearance. 

Beneath the woodland trees grow a 
variety of small shrubs, vines, and 
ferns. Hardly any grass grows where 
the trees stand close together, for the 
accumulation of fallen leaves discour- 
ages slender leaf growth. 


(If necessary. repeat fram the beginning to complete a ten-minute test.) 


Written especially for Gregg Awards candidates by Lydia Whitman 
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T TRANSCRIBING SPEED PRACTICE 


The material below is the same as the C.T. Test across the page, and it is provided so that you can test and compare your speeds of typing from print and 
from shorthand. Compute your rate on this word-counted material in the same way you do when ‘tpl ng the C.T. 
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“So | made a mistake... shoot me!’ 





“You wouldn’t get your dander 
up like this if I used the new 
Sphinx Raceway Bond. It’s an 
easy to erase paper that really 
does its job well! Saves me 

loads of time retyping letters 
and it’s economically priced 

too!”” Buy Raceway Bond 

and Onionskin today! 








SAXON PAPER CORPORATION 





240 WEST {8th STREET + NEW YORK Ili, N. Y. 





Lx _ The handiest gadget 


precision 
pencil 
sharpener 


During dictation sessions secre- 
taries will love the new Dux. In- 
expensive — razor sharp spare 
blades for a few pennies — will 
last for years. Available with or 
without the new “‘Combi” tape 
dispenser base. 






A perfect point 
with a twist 
of the wrist 


Get one for home too 


FRED BAUMGARTEN 


Exclusive Imports 
675 Cooledge Ave., N.E., Dept. X5 
Atlanta 6, Georgia 





Enroll in the 


University of Denver 


I-yr., 2-yr. and 4-yr. 


SECRETARIAL PROGRAMS 


Designed to prepare you for secretarial posi- 
tions at administrative and executive levels. 
By completing the four-year program leading 
to the B.S.B.A. degree, you can also become 
certified to teach business subjects in high 
school and college. 

For catalogue and other information, write: 
DR. EARL G. NICKS, Chairman, Dept. of Business Education 


Room D-306, Business Administration Building 
Universisy of Denver, Denver 2, Colorado 




















DIPLOMATIC SECRETARY 


(Continued from page 17) 





government representatives of many nations, United 
Nations delegates, oil men, or “just plain salesmen who 
want to sell encyclopedias or custom-made suits.” 

\t first the young American found it difficult to 
greet the visiting ambassadors. “It was the hardest 
thing in the world for me to say ‘Your Excellency’ 
with proper deference. I even practiced in front of 
the mirror, and finally I could do it—I had to.” 


THE AMBASSADORS CORRESPONDENCE is divided between 
the Arabic stenographer, who takes care of communi- 
cations to the Libyan Government, and Marilyn, who 
handles all the English correspondence. 

“And sometimes I take dictation in French from the 
Ambassador,” Marilyn said with a big smile. “I do the 
best I can with my school French. Then Doctor 
Kekhia goes over it. Usually, of course, I have to 
make another copy!” 

Since the Ambassador is working in a language 
foreign to him, he relies on his American secretary 
to put his letters into smooth, grammatical English. 
“But even though I make changes in the final draft of a 
letter, it's very important that my notes be extremely 


accurate,” Marilyn said, explaining that, should she 


miss an important word or phrase, the whole signifi- 
cance of a letter might be lost. 

In addition to official notes to the Department of 
State, much of the English correspondence deals 
with inquiries from Americans about Libya. “These 
letters come in by the bucketfuls!” she exclaimed. 
“Some ask for tourist information . . . or, again, a 
couple plan to retire and want to know something 
about the cost of living in Libya... ora child will 
write in saying, ‘I am in the seventh grade at Podunk 
High School, and I am writing a paper on Libya...” 


MARILYN LIKES AND ADMIRES HER CHIEF, whom she 
describes simply as “a polished gentleman.” Educated 
at the Sorbonne, Doctor Kekhia took his Ph.D. in Law 
at the University of Rome. A cultured man of the 
world, the Ambassador is exacting in his demands on 
himself and on his staff. Toward his American sec- 
retary, he is sometimes fatherly and takes an interest 
in all that concerns her. One day at the office, 
Marilyn wore one of her old sweaters and skirts, a 
relic of the more casual life on the campus. “Thats 
left over from college, isn’t it, Marilyn?” the Am- 
bassador commented. “It looks kind of young.” 
Doctor Kekhia doesn't find his secretary off-base 
very often, though, in such matters. Before the West- 
ern tour with the Prime Minister and his party, Marilyn 
visited a smart dress shop and selected a good-looking 
navy-blue travel costume. She buys carefully, always 
selecting clothes of quality and good styling. 
Marilyn’s rapidly accumulated know-how during 
these exciting months helped her to arrange for and 
to hostess at a reception and buffet supper for 400 
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guests on January §, the occasion of the celebration of 
Libya’s fourth year of Independence. 

Again she faced the formidable problem of “the 
list” and all the complexities incidental to such a 
huge affair—one of these being the planning of a 
including both American and Arab 
But, when the flash bulbs began to pop in the West 
Ballroom of the Shoreham Hotel that night, Marilyn, 
looking charming in a svelte black-velvet cocktail 


menu dishes. 


Ambassador to greet his 


guests. She shook the hands of Vice-President Nixon 


dress, stood beside the 
and Mrs. Nixon and greeted, in turn, many of the 59 
ambassadors and other dignitaries who attended the 
event. To the onlooker, Marilyn’s quiet poise seemed 
to indicate a background of many years of party giv- 
ing, instead of only seven short months. 


WHEN MARILYN LEAVES HER JOB at the close of a day, 
she returns home to a studio apartment she shares 
with Joan McGrady, a lieutenant in the Waves. The 
two girls live on the top floor of a house in George- 
town, the old colonial town around which the city 
of Washington has grown. They point with pride to 
the polished pine floor boards, which are the very 
boards that the original builder installed back in 
1798. Like most of the storied houses of Old George- 
town, this one, too, suggests an atmosphere of warmth 
and coziness. 

The walls of the apartment are decorated with re- 
Utrillo’s 
Marilyn has paintings of her own that she did when 


productions — of colorful Parisian scenes. 
her lite moved at a more leisurely pace and at a time 
when she was drawn to the stark designs of modern art. 
“But Joannie doesn't like them, so we don't hang 
them up,” Marilyn announced philosophically. 

She added that she finds her own feeling in the 
realm of art has moved now from extreme modern to 
“the middle way.” “Much as your own life does,” she 


reflected. 


THE JOB AND THE WHOLE NEW WORLD it has opened to 
Marilyn is not easily cast aside when she returns 
home. Sometimes it lingers on in the form of a new 
Arab dish that she and Joan decide to try. They have 
become skilled in the making of “shish kabob.” And 
they can't have enough of a sauce called 
“humus,” which the girls and their friends dip their 
bread into in true Arab style. (See page 61 for Mari- 
lyn’s recipes for these Arabian dishes. 


certain 


Or, again, it may be a problem that has arisen at 
the « hancellery that keeps Marilyn's thoughts returning 
to her job. Right now, she is interested in the 
Libyan Mission’s search for a new building that will 
serve as the Ambassador's residence. A particularly 
beautiful white marble house is among several being 
considered. When the choice is made, the job of 
decorating the interior will fall largely on the shoul- 
ders of the young American secretary. It will be a big 
job, but Marilyn is ready for it. Her own eager words 
are, “I can hardly wait to do that Embassy!” 
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QUICK, CLEAN, 
NO MESS, NO FUSS 


And the boss will like it too — it 
saves him time and money. Yes- 
Avery Kum-Kleen Correction Tape 
easily solves fluid duplicator prob- 
lems and serves a real need for a 
multitude of satisfied customers. 
There's no scraping, erasing or 
smearing — for corrections of fluid 
duplicator masters are quickly, 
easily and neatly made. Avery 
Correction tape is a proven prod- 
uct — available in either sheet or 
ro!l form. 


Sheet form Avery Correction 
Tape can be kept close at hand in 
desk drawer for instant use. It’s 
available in sheet form in acetate 
covered packages. Two popular 
widths — 1/6” tor single line cor- 
rections and 2/6” for two line cor- 


rections, 

Rolls of Kum-Kleen Correction 
Tape, ready for use in a handy 
Kum-kKleen tape dispenser, are 
boxed in 1/6”, 2/6” 






My Name____ 


Company — 


and 5/6” widths. 


correction tape 


NEAT 


— 






= 
AN 
1. PRESS ON reverse side of mas- 


ter over part to be corrected. 
Needs no moistening . . . it’s just 


LAID ON with a finger-touch. 
| 





2. TYPE ON with a light touch, 
using the same carbon. No need to 
remove the master from the type- 
writer... no realigning. 


DEALERS—Keep adequate stocks 
of fast selling Avery Correction 
Tape. Build sales with Avery’s free 
advertising aids — displays, mats, 
literature. See the Avery salesman 
—or write for samples! 


eae eee 


| AVERY ADHESIVE LABEL CORP. DIV. 152 


| 117 Liberty St., New York 6 
1616 California Ave., Monrovia, California 
Offices in Other Principal Cities 


Please send me samples of Avery Kum-Kleen Correction Tape 


608 S. Dearborn St., Chicago 5 





Address oe 


___State a 








i City 


Vlay, 1955 








MAKE YOUR OWN INDEXES 
And SAVE 56% Typing Time 


Just Use 








The hia, Exclusive | 
INDEX 


AICO TYPERITE s,paing 


With Typewriter Spaced Insert 
Strips! 
Typing Titles Is Easier Typing Is Neater, Cleaner 


For 1, 2 or 3 Line Titles Never In Zig-Zag Fashion 
Lines Are Always Straight No Soft Roller’s Required 


IT’S THE PICA SPACING THAT DOES IT! 


The new AICO Typerite Tabbing has blank inserts spaced ex- 
actly 2 and 3 picas deep to permit the use of the line space 
lever when typing titles. Whereas, non-pica spaced inserts re- 
quire the use of the soft roller to center or position the title 
when typing. This wastes inserts, typist’s time and temper. So— 
be sure to ask for AICO Typerite Tabbing. It's the only Tabbing 
with this time-saving feature. 


Now at Your Stationer or Write Dept. 5 for FREE Sample 


97 Reade St., New York 13, N.Y. 
426 S. Clinton St., Chicago 7, Ill. 








INDEXES 














oy, 
e Mass Secrelary : Clip this ad and give it to your Boss! 


———r ; MAY I ORDER 
x. THIS 30 DAY 


\ FREE TRIAL SAMPLE? 
ee | 


[] YES C] NO 


“CAPILLARY ACTION” 
HANDI-PEN DESK SET 


(Only fresh ink contacts the penpoint) 










assures smooth. effortless writing. Ink 
compartment that can’t leak—won't over- 
flow—holds ink supply equivalent to 100 
fountain pen fillings Ends constant 
empty-pen nuisance 
Clip ad, attach to letterhead, for this LIMITED 
30 DAY FREE TRIAL ®'USE-IT-YOURSELF’’ OFFER. 
2222 WEST CLYBOURN ST. 
MILWAUKEE 3, WISCONSIN 





THE VERY BEST VALUE 
IN COPYHOLDERS 


STAND-B 


@ Patented Knee-Action Grippers 
Hold All Copy Securely 














16°W « 12°H o°W x 16°H 
DCURTIS-YOUNG CORPORATION 
Copyholders Duplicating Supplie Corbons Ribbons 


110 West 16th Street . New York 11, N.Y Cable: CURTYOUNG 
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BEAUTY BUYS 


Jacqueline 
Perk-Up 
just three and a half 
inches long, but it cop. 
tains six securely 
stacked cosmetic jars 
Handy as a week-end 
cosmetic kit, a good 
stock of beauty fo, 
desk, this cylin. 
der contains cleansing 
foundatio; 

cream, iridescent blue. 

green eye shadow 
plus a jar of your ow 
Perk-Up cylinder costs $1.25 plus tax 


Cochran's 
cylinder jx 


your 


cream, 





cream rouge, Pursuit fragrance pat, 


shade of face powder. 


Spillproof and_ light- 
weight, Yardley’s 
Feather Pressed Pow- 
der is ideal for travel- 
ing. It now comes ina 
new, attractive feather- 
trimmed mirror com- 
pact that measures a 
mere three inches in 
diameter. To comple- 
ment your handbag ac- 
compact is 
available in a choice of 
three gold, blue, 


cessories, 


colors: or rose. 


It contains a generous amount 
of Yardley feather-light cake powder and costs $1.50, plus tax. 


A “scentimental” trib- 


> ute for Mother’s Day 
is Lenthéric’s “Four 
Keeps” fragrance bou- 

quet set. Packaged in 


a gay little window- 
frame box with green 
leaf trim, it contains 
four one-ounce bottles 
of Lenthéric favorites 
...one each of Tweed, 
Miracle, Muguet, and 
Red Lilac. A delight- 
ful gift that allows the 
lucky recipient to sam- 
ple a number of fra- 
grances and to have a 
that will suit her every mood. 
including Federal tax. 


as ‘ Fou t Weep " 
x ; ee oe 





wardrobe 
set costs $2, 


fragrance 


varied 
“Four Keeps” 











NOW ... SHORTHAND DICTATION on 


RPM RECORDS b 
RCA. Victor | 45 7 





DICTATION DISC CO. 


Our new 45 rpm extended play records are the result of your popular 
demands—each containing 15 minutes of precision-timed dictation 
(business letters). For new bursts of speed, rhythm and accuracy— 
practice with Dictation Discs. $1.75 ea. 


: DICTATION DISC CO. —Box 637—Church St. Station, N.Y.C. | 























| sears sed sn the hllosing tS ae 
| ( ) 60-70 wam { ) 100-110 wam and detects—$1.75 eo. 
| ( ) 70-80 wam ( ) 100-110 wam — | 
} ( ) 80-90 wam ( ) 110-120 wam 

1 ( ) 90-100 wam ( ) 120-130 wam | ADDRESS 7 
( ) Complete set $12.50 (8 records) hoes ) —~ | 
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You’re Typing on 
DOLLAR BILLS! 


F YOU WERE to type on dollar bills instead of let- 
| terheads for just one week, both you and your boss 
would begin to think twice (or maybe even three or 
four times) about every letter on the dictation pile. 
All matters would be carefully weighed in order to 
decide whether the use of a dollar bill would be abso- 
lutely necessary. You probably would discover that in 
some cases a ten-cent phone call would serve the 
purpose of a letter as well or better, or that a letter 
would not really be needed at all. 

All too hypothetical, you say? Perhaps, but a re- 
port issued by the National Stationers and Office 
Equipment Association would indicate that these 
thoughts are not quite so fanciful as they may seem. 
In that report, Mr. Homer Smith says that a typical 
business letter costs almost 92 cents. Very close to a 
dollar bill, isn’t it? 

Here is how he arrives at this figure: 


Dictator Ra iad — 
$100 tor 40 hours, 8 minutes per letter ) 
Stenographer. ............... 
$40 for 40 hours, 24 letters a day including 
time for dictation ) 


MOMENI Raencs Sclhe ts onc iauataceaataiabtian adehoasanvestnondaaidata 0.1667 
Pro-rated at 25 per cent of labor cost ) 

Mailing _......... psiun sa saie des akvav sake teimaantemeasd ies eae 0.0357 
Postage, gathering, sealing, etc.) 

Filing ...... soli hitald oesaancdencecomacueiecsibencos 0.0162 
Clerical costs, supplic s, ete. ) 

Stationery —......... SEE II Noe ek er ee ree rd Reed 0.0220 
25 per cent rag letterhead, @ $4 rm. 

Matching envelope, @ $4 rm. 

One onionskin copy, @ $3 rm. ) 

Ribbon 7 oi O17 
Used 6 weeks, $1.25 each ) 

Carbon paper scree esea eae ean Seach aps cme ees 0010 
One sheet, used 24 times, $2.50 box of 100) 

Se: satus stinaaiedea ck Aisa Meceq ta tediae Seen aERT lec AER. 0028 
$175 secretarial, 10-year accounting life ) 

ere an ee RS bee eR ON i toi desi asialeicaadsGeeaipemnsepicn 0008 
$50 posture chair, 10-year accounting life ) 

Typewriter ...... isiieteceseuciedua Manihot nd ohiancndanh aaa .0056 
$175, 5-year accounting life ) 

$0.9191 


If you feel that it is drawing the line too fine to in- 
clude overhead and amortization of a desk, chair, and 
typewriter in this list, you can discount these items. 
But the irreducible minimum will still be 75 cents. 

Here’s an example of just how you and your boss 
can cut down expenses: Let’s say your company mails 
1,000 letters a week; a 10 per cent decrease in letters 
would produce a savings of $75 a week. And, as un- 
likely as it may seem when viewed in cold type—there 
are volumes of unnecessary letters written every day. 
To prove this to yourself and to the boss, you should 
both take a close look at your next batch of incoming 
mail. It may well be a revelation to you. 





- “don’t thank me, 
\ thank 


DEL-E-TAPE!” 





You can turn out a perfect typing job every time 
with a Del-e-tape ribbon in your machine. 
Because when a change is necessary you can 

use Del-e-tape deleter to take out a word, 

an entire sentence—as much as you like! 
Retyping is eliminated. 


Del-e-tape deleter works like magic. Just a 

touch of the liquid and mistakes disappear. 

No smudging, no rubbing, no “‘fuzzing.’’ Type over 
on the same spot and it looks as good as new. 
Work is finished faster and neater. 


Del-e-tape types clean and sharp—never fades. 
Available for all standard and electric 
typewriters. 30-day money-back 

guarantee. 


You have to 
try it to believe 
it! If your 
dealer cannot 
supply you, 
use coupon 
order form. 





~~ — — — “MAIL THIS COUPON FOR TRIAL ORDER- — — — — — — — -+4 
1 AETNA PRODUCTS COMPANY, INC. PRICE LIST ! 
1 P.O. Box 438, Hicksville, N. Y Steaderd Tysewrters 
} Please enter our trial order for DEL-E-TAPE ere 1.50 ' 
1} RIBBON and DELETER. 1 Dozen ..... 13.50 ! 
1 Quantity Make of Typewriter Color IBM Electromatic 
Dre ; 2 eee Machines 
ace : Fastest Penta cosees $1.75 | 
! and — DEL-E-TAPE Deleters 1 Dozen ..... 16.50 l 
1 Del-e-tape DELETER 
SOR ae... cs sauctbtbeescuneasouteoes $.50 Each $5.00 doz. 
PE Aha sSeedwhun doc gases Uedbhuasbhaeuds haeeeneeenwesed i 
1 Address : ; : p-2 ! 
t 
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STOLEN HOURS 


(Continued from page 8) 














That's right—this Vic- 
torian lady, laboriously 
pounding out a letter on 
a side-action Oliver ma- 
chine, never heard of 
EraserStiks. They weren't 
invented in her day. 


But today’s modern Sec- 
retary and Typist is as de- 
voted to her EraserStik as 
she is to her favorite make- 
up. Because she knows 
that this white-polished, 
pencil-shaped, wood-cased 
beauty makes erasing a 
breeze. A quick flick and 
the error has vanished, 
leaving no tell-tale ghosts. 


Save yourself criticism. 
Turn out beautiful letters 
with the help of Eraser- 
Stik. Get a few today. 


*For best performance 
expose rubber point 
about 3/16”. 
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“First,” continued Alice, “you owe 
it to your company to come in on 
time. Why is it that those who 
wouldn't think of stealing $100 in 
cash think nothing of stealing the 
same amount in lost hours? When I 
collected data for my boss on this 
subject, | found that some of the 
large firms were losing as much as 
one million dollars a year on absen- 
teeism and. tardiness. 

“Second, you can't build up good 
work habits overnight. If you were 
to change jobs and go to a company 
that was firm about tardiness, it 
would be hard to conform. 

“Third, just because someone else 
steals (yes, I'm calling it stealing ), 
youre not justified in doing so. You 
said, “When I come in on time, no 
one says anything about it.” Why 
should they? You're expected to 
come in on time. At the end of the 
day, should a mother say, ‘Johnnie, 
I want to congratulate you; you 
didn't steal anything today’? Your 
employer may not say anything if 
youre late, but that doesn’t mean 
he is not aware of it. Many firms 
don't promote people with poor 
attendance records—we don't!” 

The other girls were all eager to 
speak; and, as soon as Alice took 
a breath, Catherine broke in with, 
“I think we're losing sight of an- 
other important reason for giving 
a full day's work for a day’s pay, 
for doing all we can and a little 
more, for toeing the mark whether 
or not others in our department are 
fulfilling their responsibility. That 
is the satisfaction that comes from 
a job well done.” 

Connie tried several times to get 
in a “but” or two, but the other 
girls didn’t give her a chance. 

“You wonder, Connie,” said 
Hilda, “whether all companies are 
as lax as your company. Well, let 
me tell you what our company did 
last year. We were having too many 
violators of the company’s prompt- 
ness rule—members of the Just-a- 
Little-Late Club. So a big chart 
was prepared, showing the number 
of minutes lost by all workers in 
one week. It was staggering. The 
violators were asked to sign this 
chart. They didn’t like it, either. 
The first week, there was a total 
of 453 minutes lost. The second 
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week, the stolen minutes dropped 
to 247. The most serious offenders 
were interviewed; and, the third 
week, the worst offender was dis. 
missed. After this dismissal, the 
total of lost minutes in a week 
dropped to 17 for the entire depart. 
ment. You see, everyone knew the 
company meant business. Before 
that, we never believed we would 
be dismissed for tardiness. Now, 
though, we're proud of our prompt- 
ness record. So you see, Connie, if 
you were with us now, you might 
hurt that record.” 

“Say no more,” said Connie, “I 
get the point.” But the girls did go 
on for a considerable time, each 
one adding something more to the 
excellent arguments. 

I wish the emplovers of these 
secretaries could have been present 
—they would have been proud of 
them I know I was, 





Words 


(Key to teasers on page 52) 


DIVISION POINTS 

l. criti-cize; 2. pre-para-tory (at either 
point ); 3. sev-eral; 4. abil-ity; 5. ana-lyze; 
6. time-wasting; 7. valu-able; 8. about; 
9. by-product; 10. sepa-rate. 


HOW MANY TRUE? 

1. False; for example, friendly, weekly, 
daily are adjectives. 2. True. 3. False. 
Mrs. has no plural form (Messrs. is the 
plural of Mr.); however, Mesdames may 
be used. 4. False. A kernel is a seed; a 
colonel, an officer in the Army. 5. True. 
6. False; anybody else’s now preferred. 
7. True. 8. True; for example, unique, 
perpetual, final, perfect cannot be com- 
pared. 9. False. The preposition between 
demands the objective form me. 10, True. 


WHICH DEFINITION? 
Leta 3S. « &. &: SS. &. 


DOUBLE LETTER OR NOT? 

L. altogether; 2. bulletin; 3. competitor; 
4. connection; 5. imitate; 6. welfare; 7. 
possession; 8. benefiting; 9. apparent; 10. 
intelligent. 


THOSE GEOGRAPHIC NAMES 
3. Des Moines; 5. Chattanooga; 6. Ir 
dependence; 7. Savannah; 9. Philippine 
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Marilyn Gordon’s Arab Recipes 


\ IDDLE EASTERN COOK- 
1 ING depends on a lot of time, 
patience, very low heat (most 
Arabs still use charcoal ovens or 
liquid gas), and a sense of adven- 
ture. There actually are no recipes 
for these dishes—mothers just tell 
their daughters how to make them. 
No two cooks prepare them exactly 
the same way, but these are basic 
recipes from Arab chefs. Add spices 
as you like. Some cooks use a lot; 
others only a little. 

Here are the recipes, as Marilyn 
related them. Each serves four, 


Shish Kabob 

4 ripe tomatoes (quartered ) 

2 Ibs. boneless shoulder lamb 

4 onions cut in l-inch slices 

Trim extra fat from lamb and cut 
meat into l-inch cubes. Put the 
lamb and onions into a bowl and 
season with salt and black pepper. 
Though not necessary, I like to add 
red pepper, too. (Use your hands 
to mix; it works better that way. ) 
Then put meat, tomatoes, and on- 
ions on skewers, alternating in that 
order. Broil about 15 or 20 minutes 
over charcoal fire if possible—I use 
the open flame of the gas range. If 
no skewers are available, cook on 
regular broiler and turn after 10 
minutes—it’s not as much fun that 
way, but just as tasty! 


Okra Stew 
1 lb. lamb or beef stew meat 
cloves garlic, mashed 


9 
2 cans tomato sauce 


1 lb. fresh okra, or 2 cans okra 

Brown meat in heavy sauce pan. 
Add garlic and one cup water. 
Cover and let simmer for half hour. 
Add tomato sauce and cook an- 
other half hour. When meat is ten- 
der, add okra (if fresh, it should 
be well cleaned) and cook for an- 
other 30 or 40 minutes. 

Again, though not called for, I 
like okra prepared with a crumbled 
bay leaf and a little red pepper. 


Humus 
2 eight-ounce cans chick peas 
2 cup sesame oil 
1 tb. olive oil 
l clove garlic 
“tb. salt 
Juice of two lemons 
Boil chick peas in large pot of 
water until very soft—this may take 
several hours. When peas are soft, 


drain off remaining water and mash 
peas until you have a fine paste 
about the consistency of mashed 
potatoes. In separate bowl mash 
clove of garlic in teaspoon of ses- 
ame oil; then add remaining ses- 
ame oil, salt, and lemon juice. Mix 
well. Add slowly to the mashed 
check peas and stir very well. By 
now the humus will be very gooey. 
Pour onto small plates and put on 
surface of each plateful about a 
tablespoonful of olive oil. Sprinkle 
with a little chopped parsley. 

Break off small pieces of bread 
(preferably French bread if Arab- 
ian bread is not available) and dip 
into the humus. 





Shish Kabob is a favorite with Marilyn Gordon an 


ae i : 
d roommate Joan McGrady. 
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when you clean typewriter 
type with NEW 
A.W.FABER 


* 
TYPE CLEANER 





No more hard-to-remove gook on your 
fingers when you clean your typewriter. 
New A. W. FaBer Plastic Type Cleaner 
comes in exclusive individual strips, 
quick and easy to apply. Simple, safe, 
cleans ink, dirt, grime. 


Simply place a strip lengthwise across 
the type, press firmly, then lift off. Re- 
peat application over entire type area. 
Discard used strip. Next time use a 
fresh one. 


No unpleasant fumes. No messy 
molding to try to hide the soiled portion 
of a big gob of a cleaner. 8 strips for 
8 cleanings. Modern, economical, saves 
time and tempers. 


Get a box today. Insist on the 
A.W.FAaBER brand. Accept no substitute. 
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WHERE IS’ 
THAT DARN 








Don’t say it! 


ACCO- 


Keep all related corre- 


scatteration filing’ with 


binding. 
spondence, invoices, reports and 
other papers safely, securely bound 

Accobind Folders or Accopress 
Binders. Last for 


vears. Sizes for 


all needs. Ask your stationer. 


ACCO PRODUCTS, INC. 


OGDENSBURG, N. Y. 
In Canada: Acco Canadian Co., Ltd., Toronto 


tid your office of 











For SuccessfulSecretaries 
—and those ‘‘on the way up” 


Easier, faster ways to handle every- 
day secretarial problems—600 tips 
to help ease your burden of work— 
tactics to put you ahead for a raise 
and the better job you want 
Here is the 
for secretaries 


most complete ile 
ever written Cr1V¢ 


you '-3 answers on every cor 
ei able office question. Helps you 
levelop your judgment and self-re 
liance in handling independently 


any assigned to you 


Complete 
Secretary’s Handbook 


by Lillian Doris and Besse May Miller 
Examine 10 days free! See for yourself how this Handbook 
can help you win greater confidence from your employer 
greater prestige from your associates, put you in line for 
promotion and bigger pay. Check up on helpful points like 
these 





How to set up a ‘‘foolproof’’ reminder system 
How to act for your empioyer when he is away 
How to make smooth travel arrangements 

How to write letters without dictation 

How to attend to social obligations 

How to keeo track of emp oyer's financial affairs 
How to maittain friendly ciient relations 

a to select your office wardrobe 


How to han. e vour iob and yourself with 
polish and poise 
How to avoid neediess overtime work 


Prove to your own 
ful book 


tLisfac ae mn = at —~ is 
a succes ul ‘ in own 


**the most use- 
"'! Send coupon 


below to get your copy yin 40 days’ free trial. 
You wet -page HANDBOOK OF BUSI 
— ss MATHE MATICS asa gift. Shows you 
a cuts in arithmetic, easy ways to do 


curate fixuring. Mail coupon below 


———— — 

PRENTICE-HALL. INC., Dept. M-TS-555 

Englewood Cliffs, New Jersey 

Send me the ‘‘Complete Secretary's Handbook’ for 

Examination After 10 days I will either remit 

> plus a few cents for postage on packing, or 
ok and owe nothing. I am also to re- 

‘Handbook of Business Math- 

whether I keep the Secre- 


eive free a 
ematics,** tine 


copy of * 
to keen 
v's Handb« ok or not. 


Address 


er 


Zone State 


| 
| 
| 
| 
| 
Name : ; | 
| 
| 
dé 


OFFICE SHOPPING CENTEI 











4 4 
4 
New Liquid Lead Pencil—the LLP 
is being manufactured by the Parker Pen 
Co. It is said to be “the first basic change 
in lead pencils in 200 years.” Liquid lead 
is tiny particles of solid graphite suspend- 
ed in a liquid. The LLP uses a ball as the 
most effective means of applying the liq- 
rhis written line 
vet it can be 
The LLP is applicable to every current 
pencil use. It is 
ed to be It never breaks 
or dulls its point, never needs resharpen- 
ing, and it always writes the 
line. It weighs 


uid lead to paper does 


not smudge, erased. 
always clean and does 


not me retracted 


width 
and costs like a 
pencil, yet it writes six times longer than 


same 
> handles, 


an ordinary pencil. Refills will be avail- 
able. You'll be seeing the new LLPs at 
your favorite stationery store soon! 





RITE-LINE COPYHOLDER 


Promotes Accuracy - Increases Production 


$1775 


PLUS Tax 





PRICE INCLUDING 
NEW TreLescopic 
EYEGUIDE 


TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a machine 
tape to 20 inches. 














EYEGUIDE EXTENDED 
FREE TRIAL OFFER Write, asking us to send youa 


RITE-LINE Copyholder with the understanding you may 
return it without charge within ten days. 


RITE-LINE CORP, 4209—39%h Street, N.W. 





Washington 16, D. C. 
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The Everprint Rubber Stamp needs 
inking! It is said to give a hundred thi 
sand smudge-proof impressions withe 
even touching a stamp pad. Secret of t) 
new rubber stamp is special stamp co 
position, combined with a new ink form 
la, with which the composition is impre 
nated. The new ink formula is indelil 
and instant-drying and gives sharp, clea 
smudge-proof impressions. 

Available in a line of stock stamps, su 
as “PAID,” “SPECIAL DELIVERY,” 
etc. The stamps are also made to order f 


“FRAGILE 
specific purposes. Stock stamps are abo 
$1 at your local stationer’s, 
print 
Livingston St., 


or from Eve 
Dept. TS-5, 29 
Brooklyn 1, 


Products, Ince.., 


N.Y 





Kores Twin-Spool typewriter ribbon 
said to cut ribbon-change 
with a minimum of effort 


time in hal 
fuss, and mus 
Each ribbon is ftactory-wound on_ tw 
spools, thus eliminating the need to hook 
pin, perforate, or attach the end of th 
ribbon to an empty spool. Actual physica 
with the inked ribbon cloth haf 
been practically eliminated. Costs about 
$1. Write Kores Carbon Paper & Ribbons 
Mtg. Corp., Dept TS-3, 45-49 Bleeket 
Street, New York 12, for dealer's name if 
not available locally. 





contact 





KardFiler, a miniature file designed es- 
pecially for business cards. Eliminates 
loss of important business cards in desk 
drawers, pockets, or purse. Of sturdy 
chipboard construction, with simulated 
leatherette finish. It holds 500 business 
cards. Actual size is 4% inches wide, 5% 
inches deep, and 2% inches high. It we ighs| 
9 ounces. Name of firm or owner im- 
printed on lid at no extra cost. Only $2, 
postpaid, from The Vail Company, Dept. 
TS-117, P.O. Box 368, Woodland Hills, 
California. 
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WITH THE Excitusive ECONOMIZER BOX 





PATENTED EFFICIENCY 
in CARBON use. 


(1) Automatic alignment. 
(2) Automatic rotation of sheets of carbon gives 25% more wear. 
(3) Automatic warning of last typing lines. 


(4) World's easiest and most convenient carbon to handle. Hands 
do not touch the coated surface. 


DISTRIBUTED BY 
KEE LOX BRANCH OFFICES IN MAJOR CITIES AND 
BY A GROWING NETWORK OF AUTHORIZED DEALERS 


Samples sent only on request when 
letterhead of company is used. 


Department S 3 


KEE LOX MFG. CO. 
Rochester 1, New York, U.S.A. 


Kee Lox “Pal” Erasaguard 
each 50c in any quantity. 
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